DEPARTMENT OF GENERAL SERVICES Schedule No. M-157
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 12
Agency Division/Unit
City of Frederick - Department of Public Works Water and sewer
) Item No Description Retention
General records for all DPW departments — first three pages
j 1 Bids and submittals Retain for 3 years after bid is
i granted, then destroy.
2 Budget information Retain for 3 years then destroy.
3 Calendars Retain for 3 years, then destroy.
4 4 Capital improvement project Retain until project is complete,
& plus 3 years and until all audit
: requirements have been met,
then destroy.
5 Check requests/requisitions Retain for 1 year, then destroy.
6 Complaints (except for Water/Sewer — Lights) — see page 4 | Retain until complaint is
resolved, plus 3 years, then
. destroy.
7 Contract/agreements Retain for contract/agreement
life, plus 4 years, then destroy.
. 8 Correspondence Equipment/Materials Retain life of ownership of
equipment, plus 4 years if
i contract or agreement is
i contained in file, then destroy.
9 Job Descriptions Retain until updated or
superceded, then destroy.

Approved by Department, Agency or Division Representative Scﬁe dule Authorized by State Archivist

Date giﬁcaq Lo e /‘ 200 ) D JAN 0 8 2002
> ate B ~
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Item No

Description

Retention

10

11

12

13

14

15

16

Job Interviews

Job Reports (for billing)

Manuals including Procedures, Accruals, Personnel Policies
and Procedures, Operations, Safety

Minutes

MSDS

Payroll

Personnel

Retain for 1 year not hired for
jobs of a permanent nature, then
destroy. Retain for 90 days for a
job of a temporary nature, then
destroy. Retain for 2 years for a
job involving Federal contracts,
then destroy.

Retain for 2 years, then destroy.

Retain until updated or
superseded, then destroy.

Original committee minutes —
screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives. Retain copies
for five years, then destroy.

Retain for 40 years after
discontinued use of the specific
chemical, then destroy.

Retain for 3 years, then destroy.

Transfer originals to Department
Administrative Support until
employee terminates, then
transfer file immediately to
Department Administrative
Support who will forward to the
Human Resources Department.
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Item No

Description

Retention

17

18

19

20

21

22

23

24

Projects

Purchase orders

Reference manuals

Special events

Telephone use report
Timesheets

Vehicle information

Work orders (except for Water & Sewer) — see page 4

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for 1 year, then destroy.

Retain until updated or
superseded, then destroy.

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for 1 year, then destroy.
Retain for 3 years, then destroy

Retain life of ownership of
vehicle, then destroy.
Transferred vehicle — transfer
file to new department.

Retain until work is completed,
plus 1 year, then destroy.
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Item No Description

Retention

25 Meeting Minutes, copies

26 Correspondence, External

27 Correspondence, Internal and Memos

28 Complaint Forms

29 Work orders

30 Vehicles/Equipment

31 Risk Management, copies

Retain 15 years, then destroy

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain 30 years after initial
complaint is resolved, then
destroy.

Retain 30 years after work has
been completed, then destroy

Retain lifetime of vehicle or
equipment, then destroy

Retain until updated or
superseded, then destroy
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Ttem

No. Description

Retention

32 Construction and As-Built Drawings

33 Inflow and infiltration study files

34 Stormwater management program

35 Salary study

Retain construction drawings
until updated or superseded,
then destroy. Retain as-builts
permanently. Transfer
periodically to the Maryland
State Archives.

Retain for 5 years and until all
audit requirements have been
met, then destroy

Retain public awareness and
description of stormwater
management program records
for 3 years, then destroy. Retain
sewage sludge use and disposal
activities for at least 5 years,
then destroy. Retain monitoring
informative including
calibration, maintenance,
original stripchart recordings,
copies of all reports required by
permit, and records of all data
used to complete the permit
application for at least 3 years
from the data of the sample
measurement, report or
application, then destroy. Retain
results of inspection, compliance
certification and incident records
of non-compliance for 3 years,
hen destroy. Retain facility
ownership and rehabilitation
records for life of facility, then
destroy

Retain until updated or
superseded, then destroy.
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Item
No.

Description

Retention

36

37

38

.39

40

41

Misc sewer department related files

Road crossing permits

Carroll Creek Pumping Station operations manual

Water valve records (tie-ins) - historical

Carroll Creek Linear Control

Department reports — monthly/yearly reports from water
treatment and wastewater treatment

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retatn permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain 1 year, then destroy.

Retain until updated or
superseded, then destroy

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for 3 years and until all
audit requirements have been
met, then destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Schedule No. M-157

Page 7 of 12

Item
No.

Description

Retention

42

43

44

45

46

47

Miss Utility Requests

Permits and agreements

Wastewater treatment plant projects

Water & Sewer system history — completed complaint forms
and work orders received by the Sewer Department, records of
past problems and work performed, on both private and city-
owned properties and facilities, used for reference and historical
purposes

Pump station files

Water & Sewer permits - copies

Retain 1 year, then destroy.

Retain short-term
permits/agreements until
updated or superseded, then
destroy. Retain long-term
permits/agreements for 4 years
after termination, then destroy.

Screen annually. Destroy
material having no further
fiscal, legal or operational
value. Retain permanently any
material that serves to
document the onigin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Screen annually. Destroy
material having no further
fiscal, legal or operational
value. Retain permanently any
material that serves to
document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for 3 years and until all
audit requirements have been
met, then destroy.

Retain copies as needed.
Retain originals permanently.
Transfer periodically to
Maryland State Archives.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-157

Page 8 of 12

(CONTINUATION SHEET)
gzm Description Retention
48 Department and Division projects Screen annually. Destroy

material having no further
fiscal, legal or operational
value. Retain permanently any
material that serves to
document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

49 Reference files Retain until updated or

superseded, then destroy

50 Equipment and materials Retain for life of

‘ equipment/materials, plus 4
years, then destroy.
Water meter unit:

51 Water meter installation and replacement — water meter Retain for life of equipment
installation and replacement sheets showing address, meter plus 2 years, then destroy.
numbers, date, type of meter and other meter information

52 Water meter readings and exceptions and comments Retain 3 years after issue is

resolved, then destroy.

53 Meter reading exception listings from ATE Retain 1 year, then destroy.
Waste water treatment:

54 State/Federal Correspondence — permits, violations, inspections, | Retain 5 years and until all
audits audit requirements have been

met, then destroy

55 Golf Course files — permits, testing results, irrigation information | Retain S years and until all

audit requirements have been
met, then destroy
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Item

No. Description

Retention

56 Frederick County — water and sewer shared projects

57 Projects — biological nutrient removal, Imax, pump station, EQ
basin, lightning strikes

58 Daily operating reports and records

59 Sludge Records

60 Plant contract

61 Weekly PM records

Screen annually. Destroy
material having no further
fiscal, legal or operational
value. Retain permanently any
material that serves to
document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Screen annually. Destroy
material having no further
fiscal, legal or operational
value. Retain permanently any
material that serves to
document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain 5 years and until all
audit requirements have been
met, then destroy

Retain 5 years and until all
audit requirements have been

met, then destroy

Retain for contract life plus 4
years, then destroy.

Retain § years, then destroy
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Item
No.

Description

Retention

62

63

64

65

66

67

Safety — risk management, confined space program, training,
personal protective equipment, Hazcom, controlled hazardous
energy

Treatment Plants:

Bi-Annual Industrial Compliance Reports

Quarterly Industrial Compliance Records

Annual Reports and Records .

Projects — wildlife management, filter media, electrical,
discharge, copper sulfate, adding to plant, data acquisition

Events — droughts, floods

Screen annually. Destroy
material having no further
fiscal, legal or operational
value. Retain permanently any
material that serves to
document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain 5 years and until all
audit requirements have been
met, then destroy

Retain 5 years and until all
audit requirements have been
met, then destroy

Retain 5 years and until all
audit requirements have been
met, then destroy

Minor projects — Retain 20
years after close of project, then
destroy; major projects — Retain
permanently, send periodically
to Maryland State Archives

Screen annually. Destroy
material having no further
fiscal, legal or operational
value. Retain permanently any
material that serves to
document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.
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Item
No.

Description

Retention

68

69

70

71

72

73

74

75

76

77

78

Meeting minutes

Inflow and Infiltration Records

Standard Operational Procedures

Maintenance files

Monocacy files

Budgeting files

Lingenore files

Safety files

Mountain files

Operational Records — Water Quality

Personnel files

Retain 3 years, then destroy

Send appropriate copies
including to DPW Water &
Sewer Administration Support,
retain 1 year on-site, then
destroy

Retain until updated or
superseded, then destroy

Retain life of equipment, then
destroy

Retain life of equipment, then
destroy

Retain 3 years, then destroy

Retain for life of equipment,
then destroy

Screen annually. Destroy
material having no further
fiscal, legal or operational
value. Retain permanently any
material that serves to
document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for life of equipment,
then destroy.

Retain 5 years and until all
audit requirements have been
met, then destroy

Retain until terminated then
forward to Administrative
Support
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Item .. .
No. Description Retention
Water Quality:

79 Administrative — Standard Testing Procedures and Safety Retain until updated or
superseded, then destroy

80 Administrative — Reference files Retain until updated or
superseded, then destroy -

81 Monthly operational plant records - WWTP Retain 5 years and until all
audit requirements have been
met, then destroy

82 Administrative — lab equipment records and logs Retain for life of equipment,
then destroy

83 Drinking water program certification records Retain S years and until all
audit requirements have been
met, then destroy

84 WWTP - Discharge monitoring reports and DMRQA Retain 5 years and until all
audit requirements have been
met, then destroy

85 Analysis records —- WWTP Lab Retain S years and until all
audit requirements have been
met, then destroy

86 Drinking water compliance testing/special testing Retain 5 years and until all

audit requirements have been
met, then destroy




RECORDS INVENTORY

- THE CITY OF FREDERICK
Unstructions - Type or print a separate form Depanment of PAGE CF 1
for each new or revised record series. Public Works
Water & Sewer Division
Frederick, Maryland 21701
1. Positon 2. Division
Administrative Support Water & Sewer

IDEFINITION - RECORD SERIES - A group of related records normaily filed and used as a unit for reference as
weil as retention and disposition purposes.

4. Record Series Title - . 5. Earliest Year/Latest Year
Jeotrgo Hlenates | orfs b d

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Inciude the purpose or function of the seres.)

Edtnpplen & /N agor Kaw/ LLFF /’W'Zé
Pep” ﬁé%//ﬂ, v Céﬂz

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
A Letier Size O Microfilm yAlphabeu'cal , ™ File Drawer(s)
)‘ 3 Microfilm Reei(s)
3 Legal Size O Computer Tape SNumerical Q Computer Tape(s)
Number 3 Other (specify)
O Bound Book QO Floppy Disk '*Chmnological
O Audio Tape 1 Video Tape O Geographical 10. Approximate Annual
Accumulation
O Other (specify) @ Other (specify) File Drawer(s)

: \ / O Microfilm Reei(s)
_ @ Computer Tape(s)
tiind Dﬁew \7415 - Number (] Other (specify

12. File Becomes [nactive After -

11. File is Used

O Daily O Wesekly %Mc‘mthly O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? | W»\"i
P( (l min. g /a f (If yes, specify agez\xcy c-)_r‘gfgce “‘f)\d\
P 2
V\Q @Dpfr\ RY"-S Bﬁ@tf O No

15. Access Restrictions [ Yes No

16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s)

vNone O State (O Federal (3 Independent

17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardwarc/soﬁwarc)

O Yes # No W/é"/ JC{,,WM

19. Name and Title of Preparer 20. Telephone Number 21. Date
Eva Simpson 301-694-1681 11/27/9

#dm.k.jfl&q‘/ﬂ.& &S\("?’/QOFA / @/,_5




RECORDS INVENTORY -

- THE CITY OF FREDERICK
Wnstructions - Type or princ a separate farm Department of PAGE OF
for each new or revised record series. Public Works
Wai S Division
Frederick, Maryland 21701
1. Positon 2. Division
Administrative Support Water & Sewer

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition oses.

4. Record Series Title S. Earliest Year/Latest Year

Z}me‘é‘“ A~ 4 — o PR

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the serjes.)

Z%W// Y2 1922/{;: 170 Lwnel lela 550,

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume

A tenersize Q Microfilm Alphabetical &1 File Drawer(s)
i 3 Microfilm Reei(s)
O Legal Size SComputer Tape S Numerical 3 Cormmputer Tape(s)
Number (O Other (specify)

I Bound Book O Floppy Disk }@C}wnologicnl
0 Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumuliation
3 Other (specify) (3 Other (specify) . File Drawer(s)
oZoenl > g/Mimmm Reel(s)

Z C ter Tape(s
M/ Q3 Compu ape(s)

Number (O Other (specify

@%‘_%? Zris 22S o .
11. File is Used 2. File Becomes Inactdve After -

O Daily OWeekly OMonthly O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or Office)
Q Yes QO Neo
15. Access Restricdons (J Yes O No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
I None ([JState (O Federal (J Independent

17. Is an Index System Used? 18. Rccomn}ended Retention

(If yes, explain briefly and describe any hardware/software) M -

0 Yes # No ——
19. Name and Title of Preparer 20. Telephone Number 21. Date
Eva Simpson 301-694-1681 11/27/99

Adrwin, Stgeor - [9/5//14)




RECORDS INVENTORY -
- THE CITY OF FREDERICK

Instructions - Type or print a separate form Depanment of PAGE OF |
for each new or revised record series. Public Works
Water & Sewer Division

Frederick, Maryland 21701

2. Division
Water & Sewer

1. Posidon
Administrative Support

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition oses.

4. Record Ser%es Title T tre & 5. Earliest Year/Latest Year

[)Oﬂw/mﬂw ‘V//}Zhyld_j — w27

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Inctude the purpose or function of the series.)

oo, SOF, folocvw Sert by = #

phe fLppls v Lep” Rbeanls

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume

,'%.:ncr Siz2 O Microfilm O Alphabetical File Drawer(s)
3 Microfilm Reei(s)
O Legal Size COComputer Tape ONumerical oz 3 Computer Tape(s)
Number (3 Other (specify)
O Bound Book {1 Floppy Disk gémologic:u
2 Audio Tape 3 Video Tape OGeographical 10. Approximate Annual
Accumulaton
O Other (specify) O Other (specify) 3 File Drawer(s)
QO Microfilm Reel(s)
m QS 7Z 3 Computer Tape(s)
: Number (3 Other (specify
J S :
11. File is Used 12. File Becomes [nactive After -
ODaily ;{Weekly COMonthly O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? _

(If yes, specify agency or Office)

el
O Yes %?ﬂﬂ/ O No

16. Audit Requirements

Fele Loor
/}/C[//mx ,fWﬂz//

15. Access Restrictions [ Yes 2{ No
(If Yes, cite Law(s) & Regulations(s)

ﬁ None (JState (3 Federai (3 Independent

18. Recommended Reténtion

20. Telephone Number 21. Date
301-694-1681 11/

D

17. Is an [ndex System Used?
(If yes, explain briefly and describe any hardware/software)
O Yes # No '

19. Name and Tite of Preparer
Eva Simpson

/Qo/m« Su.,o/)(o o~




RECORDS INVENTORY -

- THE CITY OF FREDERICK
truxrucn’ons - Type or print a separate form Department of PAGE OF -
for each new aor revised record series. Public Works
. Division
Frederick, Maryland 21701
1. Positon 2. Division
Administrative Support Water & Sewer

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year

8%7//@// Forims | §05 o fresart

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the serjes.)

C9f“7¢/w /50/74725 CW/ e’ /1/0"’“4‘;

woed MO ;7—;2 (elor pNZen
o Bsel<S
St Sack ol
7. Record Series Formai(s) 8. Record Series Filing Sequence 9. Volume

?/L:ncr Size 3 Microfilm %lphabcn’cal g \7 wa &:ilc Drawer(s)

O Microfilm Reei(s)

QO Legal Size CComputer Tape Numerical { Z 0 Computer Tape(s)
Number {J Other (specify)

O Bound Bock (3 Floppy Disk %Chmnological =4
~ OW
O Audio Tape (I Video Tape OGeogriphical £ & 10. Approximate Annual
) ST Accumuiation
O] Other (specify) O Other (specify) A/fﬂe Drawer(s)
3 Microfilm Reel(s)
; O Computer Tape(s)
Number (3 Other (specify
11. File is Used ‘ 12. File Becomes Inactive After -
| Qe A.5T2 7
ODaily /?z(w«kxy OMonthly )Q%L c: Month(s) O Year(s)
13. Cwrrent Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
ﬁ-l!: Qe& dS O Ff‘:’ ceS (If yes, specify agency or Office)
Zi"z be CDW‘-wL—'—/rq d ’P"SS‘L’Q“'O> oYs &
15. Access Restrictions (3 Yes 0 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
X None ({JState (3 Federal (3 Independent

17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardwardsoﬁwarc) 7 f >3 oy
0 Yes & No Rellam 507 oL it
J(".»’.__» brer ot TN\
19. Name and Title of Preparer 20. Telephone Number 21. Date
Eva Simpson 301-694-1681 11/27/

Ao A S\Lao(oa/ﬁ‘ ﬁ)/ fb‘b




RECORDS INVENTORY

- THE CITY OF FREDERICK
Unstructions - Type or print a separate form Dcpartment of PAGE OF
for each new or revised record sertes. Public Works

Hater & Sewer Division
Frederick, Maryland 21701

1. Positon
Administrative Support

2. Division
Water & Sewer

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
wel] as retention and disposition 0ses.

4. Record Series Title
o PLE S24)
v

5. Earliest Year/Latest Year
WorkK (K0 ELs Ds

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.

clude the purpose or function of the seres.)
Woex Oroer ,fe_quuz,o‘: FoemS Lor Workl @@m@&jzcﬂ
en Q00 Q&% -Qr\—c(,q_ﬁj:w-o ) é

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
}ncm Size O Microfilm %Alphabeu’cnl g file Drawer(s)
O Microfilm Reel(s)
O Legal Size O Computer Tape CNumericai O Computer Tape(s)
Number O Other (specify)
O Bound Book (3 Floppy Disk ;(crmnologicax
Q Audio Tape O Video Tape OGeographical 10. Approximate Annual
: Accumulation
@ Other (specify) [ Other (specify) X File Drawer(s)
O Microfilm Reel(s)

/ 3 Computer Tape(s)
Number (3 Other (specify

57 Z/?tc [ 15[7 T y«za/_c

., Oty 1)l | ST

L

11. File is Used Ej 4 12.File Bec.Zyzes Inactive After -
e Sto
OPDaily w eckly CIMonthiy /d;z_ /%/ O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
AQLN‘-' ~ S 0 —F (:‘/L,Qz Ropw~ (If yes, specify agency or Office)
Deff 0§ ces -0 de é’oﬂ\éoecf O Yes QO No
L8N :
15. Access Restrictions [ Yes o 16. Audit Requirements

(If Yes, cite Law(s) & Reguiations(s)

] State ([ Federai (3 Independent

WOne

17. Is an Index System Used?

O Yes # No

(If yes, explain briefly and describe any hardware/software)

18. Recommended Retention

f—

dlioide SpbosSbbimer O T

19. Name and Title of Preparer
Eva Simpson

i Stoopart

21. Date
11/27/99

D) /!7@

20. Telephone Number
301-694-1681




RECORDS INVENTORY -

THE CITY OF FREDERICK
Instructions - Type or print a separate form Department of PAGE OF ___ __
for each new or revised record series. Public Works
Hater & Sewer Division
Frederick, Maryland 21701
1. Position 2. Division
Administrative Support Water & Sewer

IDEFINTTION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year
o/ )
V{;A fﬁ/é’ s / Z;“fw to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
clude the purpose or function of the series.)

Sﬁéd/ﬁéa/ﬁa;\s Sor Ve kh.cle /é\?/a?a\ .
ﬁ/gzﬁ/ﬁés« Y A

Wrrtgl, o0

D(™.

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
X/Lem Size O Microfilm ){Alphaben'c:u , O File Drawer(s)
; 3 Microfilm Reel(s)
O Legal Size CComputer Tape CINumerical O Computer Tape(s)
Number 3 Other (specify)
1 Bound Book QO Floppy Disk CChronological
O Audio Tape 1 Video Tape CGeographical 10. Approximate Annual
Accumulation
O Other (specify) %t_hcr (specify) (3 File Drawerts)
(m Ay bl ). ) O Microfilm Reel(s)
X 7 : O Computer Tape(s)
Number (3 Other (specify
11. File is Used el 12=Fiie Becomes Inactive After _- ~,<moSed
S e {0acuy - PIs {
Mﬁ‘ Vg/twc(e/bzwlaﬂw\f P
ODaily CWeekly COMonthly o O Month(s) I Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere?

) If yes, specify agency or Office)
£ ly fyrme (If yes, specify agency

MM ‘nd S{(ffd <’ .
Dot Fles Q Yes o

15. Access Restrictions (3 Yes ,d No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s) P
p{ None (JState (3 Federal (J Independent

17. Is an [ndex System Used? 18. Recommended Retention )
(If yes, explain briefly and describe any hardware/software) : - y, A
O Yes & No : MAWM'M ZM

19. Name and Title of Preparer 20. Telephone Number 21. Date

Eva Simpson '301-694-1681 11/27/99

/90/—/»\-\0, J\»ﬂoor*?l Z@/f//@‘b




{NS{RUCTIONS .- TYP'E Ot PIUNE A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECOND SERIES. FORWARD WITH RECORDS RETENIION RECORDS MANAGEMENT DIVISION
SCHEDWLE (DGS $50-1} 7275 WATERLOO ROAD

P.0. BOX 275 - JESSUP. MARYLAND 20794 Page o

R

——
r——

Ny of Fredeiiak™ O/ [ guit o

DEFINITION - Recorde Serles < A group of related records nermally filed snd used 89 o unit for reference 39

well so retention and dispesition purposes,

4. RECORD S.ERIES UILE 8. EARLIEST YEAR / LATETEST YEAR

m %%—r\%) &7@,‘1/) LQ%’ 1082 400)

0. RECORD SERIES DESCRIPTION { Briefly cescribe the lypes of information/documenis/forms found in the Series. Include the puipose or funclion of the Sanes)

il ) tunde Qugaso il -ty
/\,M,JZAAOWJ WWM'M

7. RECORD SERIES FORMAI(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Qrawer(s)
a@, Size o Microfiim IDA/lphabeIical O Microfilm Reel {s)
O Computer Tape (s}
O legal Size o Computer Tape o Numerical Q@ Qther {Specdy)
T Bound Bock Q Floppy Disk O Chonological Number
O Video Tage O Geographical 10. ANNUAL ACCUMULATION
G Audo Tape . viep o File Orawer (s)
’ Mictolilm Reel (s)
O Other (Specif o
@ Other (Spccdy) (Speciy) o Computer Tape(s)
O Other (Specify)
Number
11, FILE 18 USED ) 12. FILE BECOMES INACTIVE AFTER
g Daiy p Weekly O  Monthly O Monlh(s) Q Yeal_(s)
‘ Number
13. CURRENT LOCATION(S) .(Bldé,.fiﬁov, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office)
- e Ves . . O No
15. ACCESS RESTRICTIONS {if yes, cite law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
a Yes, 0O No O None ' o Stale o Federa! O Independent
17. IS AN {NDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
descebe any hatdware/sollware) \ .
: W ,(,995{ ﬁ]/;b ¢ WW”L ) Hhen
g Yes o No
v
19. NAMWLE EPARER 20. TELEFHONE NUMBER 21. DATE /&’%\

DGS $30.4 {Navised 19)
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RECORDS INVENTORY -
- THE CITY OF FREDERICK '

Instructions - Type or print a separate farm Department of PAGE OF

for each new or revised record series. Sewee Collection Malitenance.
LI_LﬁL'CFprf Deive Egst

Frederick, Maryland 21701

1. Position 2. lesxon

Svperintendert Water +Sewep

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year
C?,,. ﬂ)‘w@‘/)’m And A= Bl
Drawings 1920%  tofresent

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the series.)

Construetion And As B/t Drawings 0€ Deudopmeyﬂ:s Ind/vidual P/‘O/’eff/es Both ﬁ"‘/‘?("?,
And Cr/'y Owped . quw)ngs ot Qrf'y Owned P{'o/)er/’:es/ﬁglrhes - Wate ¢S ) Sewer

Used 7o R%erence And Hostoriaq) Pa/'PaseS,

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
O Letter Size @ Microfilm OlAlphabetical O File Drawer(s)
0 Microfilm Reel(s)
O Legal Size OComputer Tape ONumerical 0 Computer Tape(s)
Number (@ Other (specify)
J Bound Book O Floppy Disk CChronological
O Audio Tape 3 Video Tape OGeographical 10. Approximate Annual
Accumulation
@ Cther (specify) & Other (specify) (I File Drawer(s)
Qpp/u ofF Blue ,.}n-V fton Pile 0 Microfilm Reel(s)
qu,of__ﬂg s~Mu H‘/,a/eSi reg @ Computer Tape(s)
- Number (J Other (specify
11. File is Used 12. File Becomes [nactive After -
O Daily OWeekly O Monthly /V/ A O Month(s) O Year(s)

13. Current Location(s) (Bldg Floor, Roo ,‘)‘M 14. Is Record Series Duplicated Elsewhere?

" (If yes, specify agency or Office)
Dfw BM;M@ /9 Mest Origlpak At £nglnesrs OfXiee ~

@&

foom 257 Q/‘J Dres St tar/ 0 No
15. Access Restricions [J Yes IE/N'O 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s) d
@None ([ State {3 Federal lndepen ent
{‘M
17. Is an Index System Used? 18. Recommended Retention J)teinteng® .
(If yes, expiain briefly and describe any hardware/software) W M
O Yes O No (%% %e/'m«'anen—f 744"‘44"" /Qb"“ et
Zde J—M—_&___————
IQ}Iame and Title of Preparer 20. Telephone Number - 21.Date
andla/ £« Coppa?se
Sewer Supr- Fe/ 674 1t ¢ /I/O’/’ﬁ 779

R
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RECORDS INVENTORY -
THE CITY OF FREDERICK

Unstructions - Type or print a separate form Department of PAGE OF

for each new or revised record series. ngx Calle gtion *alitenance.
Mcmcﬂdmf—

Frederick, Maryland 21701

1. Position 2. Division

Super/ﬂf'@deﬁ{' Weer+ Sewer

IDEFINITION - RECORD SERIES - A group of related records normally filed and used a~ ~ »nit for reference as
well as retention and dismosition_purposes. 7 S
4. Record Series Title { ‘ ' ?»575 124N : Earliest Year/Latest Year
Gn {})"a@‘fr"on ﬁna’ /75 ;ga//f‘ -7 —ﬁ}.- , +
Drawings 5 /’ 19907 _ tofresent
6. Record Series Description (Briefly describe the types of information/dormnts/forms found in the series.
nclude the purpose or function of the series.)
Construetion And As B tf quu/./ny.s o€ Deue]c,)m eils Andlvidual ﬁ“o/e/-f/'gs Both ﬁ»,’uqf-,e
And CF/‘y Owped: Drawings o€ Crty Owned meerﬁ'es/ cildies - Wateo+Sep e,

Used 7o /e erence ﬁmc////'{ﬁm'eg/ 'Da/‘Poseg,

s //)

7. Record Series Format(s) 8. Record Series F il{ﬁz’iecﬂénc_& 9. Volume
| 3 Letter Size @ Microfilm CAlphabeticalf, , . O File Drawer(s)
T 3 Microfilm Reel(s)
& Legal Size OComputer Tape DNumen'caV o e 3 Computer Tape(s)
; / Number @ Cther (specify)
O Bound Book O Floppy Disk CICh_rong(omcil
O Audio Tape {3 Video Tape QGeobrphical 10. Approximate Annual
Accumulation
@Cther (specify) ther (specify) O File Drawer(s)
Coples K Blueprint/ Rhon Pile O Microfilm Reel(s)
qu,;;.'ags ~Mu ,f/e Si'zes N 3 Computer Tape(s)
’ ’ // ‘ - Number J Other (specify
11. File is Used . / 12. File Becomes Inactive After
ODaily OWeekly J'Monthly /V/ A O Month(s) O Year(s)
.
13. Current Location(s) - (Bld;/, Floor, Room) 14, Is Record Series Duplicated Elsewhere?
] "o e ) (If yes, specify agency or Office)
DFW gﬂlwﬂ} /9 P m + Or"y’nq/‘ A1 [ny/nce/‘s‘ Om'qe -
foom 257 V4 Btes CN e/ o No
15. Access Restrictions ([J Yes E&No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
@one ([JState ([ Federal (3 Independent

17. Is an [ndex System Used? 18. Recommended RetenW : :_

19. Name and Title of Preparer 20. Telephone Number 21. Date

-

(If yes, explain briefly and describe any hardware/software)
0 Yes 3 No _&m ya S > 22 Z

302223@;5 , 7Y ,\
29/ - 9257/ Z¢ m/s:éj 5

L3
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o

MS{RULIIONS: - TYPE Otk Pl A SEPARATE FOQRM 7 OR EACTI NEW
ALVISED RECOND SEMES. FOMWARD WITH RECORQS RETENIION
SOXOWE OGS $%0-11

OEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DMSION
1378 WATERLQO ROAQ
P.0. 30X 275 - JESSUP, MARTLAND 70794

AGENCY RECOROS INVENTQRY

Page ot

ihes
J

. UE&%E)HIAGEHCY ‘

DIVISION

LNy 2O )
&/WQL D{M

DEFINITION - Records Saties »

A groug of related tecards nermaily fled tnd ured ss & unit (or releesncs 3¢

4, RECQRO S.ERIES uiLe

Prouwsng®

well 10 relentan 3ad dleposi¥on purpocas,

S. EARLIEST YEAR / LATETEST YEAR

(995 1o _presenz

Lc;c,aju»eﬁs o0& \/UI";/
Ylows
DQV'L[O(WW

t. RECQAQ SERIES QESCRIPTION { Briefly descrde ihe typer of informatiorvcocuments/tarms lound 1 the Series. Inciuce ihe gutoase or functicn of Ihe Saries)

s

7. RECORD SERIES FQRMAI{S)

8. RECORD SERIES SEQUEHCZ i. VYOLUME

4

O File Orawer(s)
g Lelter Size . g Microfim Y pnabetica & Q Microfdm Reet ()
a Comouter Tage (s}
Q legal Sge a Comguier lape a Numericai 2’ b,/Lc Qther {Soealy)
. ' 5____,53 —
0 Bound Sock a Floppy Qisk a Chronclogical Number
q Audo Tage g Video Tace wgm,a'phu 10. ANNUAL ACCUMULATION
Q Fie Orawer (s)
/0 Othet {Specty) (Y a Other (Specdy) K Q Microfiim Ree! (s)
G Compuler Tape(s)
A 52 a Other (Speciy)
Number
11. FILE |5 URED / 12, FILE BECOMES IHACTIVE AFTER
4
a Dady 0 Weskly g Morthly g Month(s) a  Year(s)

Number

L.

13 CURRENT LOCALIQMIS] (Bldg.. Float, Reg

plezzinlon) wﬂCL

”

14, IS RECORD SERIES OUPLICATED ELSEWHERET (il yes, specily agency ar office)

O Yes g No
1S, ACCESS RESTRICTIOHNS {f yes, cie law(s} & egufation(s) 16. AUOIT REQUIREMENTS
G Yes: Q No a None g State Q Fedesal Q Independent

17. 1S AN INDEX SYSTEM USED? (Il yes, exolan briefly and
destbe any hargware/soltware)
a

Yes No

18. RECOMMENDED RETEHTIOH f 7SM

13. NAME AHD TITLE OF PREPARER

%ﬁ/gL S,Z/m_/ ScO~

* .

I—
20, TELEPHONE HUMBER ~~~ ~~ ~ -~ T, DATE ™ /5/:




-

HSTRUCTIONS - TYI'E Ot Nmu A SEPARATE FORM FOR EACH NEW
ALVISED RECOND SERIES. FONWARL WITH RECOROS RETENIION
SOEOWNE (OGS $%0-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7315 WATERLOO ROAD
P.Q. BOX 275 - JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

Page ot

R DE ENU&GENCY THf DIVISION
y of Fredesick™ 0/

b 8 UHIT\}) d/é

\vj‘

DEFINITION - Recards Serisa - A group of related records normally Aled snd uned a9 2 unit for relerencs as

well 22 retention snd disposi¥on puiposes,

4, RECORD S.ERIES TILE

&ns%m

Utk

§. EARLIEST YEAR / LATETEST YEAR

DR 102272

6. RECOAD SERIES OESCRIPTION { Briefly descrbe the lypes of Informatiorveacuments/lorms found in the Series

. Inchuce the putpase of tunction of the Seties)

7. RECORD SERIES FORMAIL(S)

8. RECORD SERIES SEQUENCE §. VOLUME

' O File Qrawer(s)

O Letter Size a Microfilm yﬂphabe!ial /ﬂ a Micrafilm Reel (s)
5 O Comouyter Tape (s)
a Legal Sze @ Computer 1ape a Numerical ﬂdmfo Qther (Sgeciy)
O 8Bound Bock a Flocpy Disk a Chronological Number
Q Auda Tape Q Videa Tace Q Geographical 10. ANNUAL ACCUMULATION
G Fiie Orawer (s)
i( Ottt {Specdy} o Other (Specily) Q Microlilm Reel (s)
o Compuler Tape(s)
A a Qthet (Specily)
p Number
i :
11, FILE IS USED / 12. FILE BECOMES IHACTIVE AFTER
g Oady 0 Weekly Q  Monthly a  Month(s) a  Year(s)

*

Numbert

13. CURRENT LOCATION(S] .(8|dq.,‘F|oal, Room)

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or clfice)

O Yes . ) a No

15. ACCESS RESTRICTIONS (Il yes, cile law(s) & requiation(s}

g Yes, o No

16. AUDIT REQUIREMENTS

a None o Slate G Federal O Independent

17. 1S AN INDEX SYSTEM USEDT (If yes, explan briefly and
destrbe any hardware/sollware)

a Yes O No

Screen annually. Destroy material having not
18. RECO further fiscal, legal or operational value. Retain
permanently any material that serves to
. document the origin, development and
accomplishments of the department. Transfer
ﬂ periodically to the MD State Archives

13. NAME AND TITLE QF PREPARER L

Ci\fd/ g‘”‘/ﬁ)jw

N
20. TELEPHONE NUMBER ™~~~ "~~~ 7~ . DATE

D /580




RECORDS INVENTORY -

- THE CITY OF FREDERICK
Instructions - Type or print a separate form Department of PAGE OF
for each new or revised record series. +
LLL&U:PM" Delye Fast
Frederick, Maryland 21701
1. Position 2. Division

Super-'rffenden‘f _ Water + Sewer

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year
L locw And ZACl batthy,
Stady Fefes (477 to fresent

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

Record And Reports ﬁe/q//ﬂy To The {qﬂ/‘ﬁvy Seweor, Zar€tow Bnd Znak: Hratiop §fady )
W /‘h"m’fvﬁvffe Son r?e/:ar‘/‘s, quha[eﬂsf ecton /?e/’or/':/ Fro 0o Monrtor ing ng’fmqyf And
Datq Repoﬁrs And R ecards ) Other Miscellaneons TAL study Frtes . veR /hfes o€ Sewer Maln s And

Used For Reference And H/storieal Fur poses. House Grnechians
7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
oL etter Size O Microfiim . Q’Alphabetical = E’F'ile Drawer(s)
O Microfilm Reel(s)
O EEgal Size CComputer Tape @fumerical my H't'glg Q0 Computer Tape(s)
Number @ Cther (specify)
Q1 Bound Book O Floppy Disk QOChronological Binder Books
Shelves
O Audio Tape @ Tideo Tape OGeographical 10. Approximate Annual
Accumulation
{3 Other (specify) B Other (specify) {3 File Drawer(s)
Areqs,5ub Arees O Microfilm Reel(s)
O Computer Tape(s)

Number 3 Other (specify

11. File is Used 12. File Becomes Inactive After -
[Q'D;ily OWeekly COMonthly 2, / 2 O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
DPW Beddin g g o (If yes, specify agency or Office)
Roorr R And Sewer De/’* Foremans OF€ice 3 Yes oo
15. Access Restrictions ([J Yes &'No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
gNohe (JState (3 Federal {3 Independent

17. Is an Index System Used? 18. Recommended Retention , §
(If yes, explain briefly and describe any hardware/software) 2 ! /%V-z e 7’"“ 5
.. Bnd Lo awdd

©@Yes M No SubAreqs And Arees fed
19. Name and Title of Preparer 20. Telephone Number 21. Date

Randat! £. Copnatzesr

301 69482 1/ 7¢, Woy. 23,1999
Sewer Scpt ) s /3"/‘3';)




MS{RUCTIUNS ~ TSME QI Pt A SEPARATE RORM QR EACHINEW | DEPARTMENT OF GENERAL SERVICES YR
AEVISED RECONQ SEMIES. FORWARD WITH RECORDS RETENTION RECOROS MANAGEMENT DIVISION AGENCT RECOROS IvENtORY
SOEDE (OGS $80-1] 778 WATERLOO ROAD

. P.Q. BOX 278 - JESSUP, MARYLAND 20794 Page o

1. 053\5\ ENT/AGENCY THE - OIVISION 1. UMD \ .
Ci¥y of Fredeniek"'vvS 'S, urt.

DEFINITION . Recorda Sarfen - A group of related recards aaimsily Aled snd yed a9 1 unil for referenca 20 weil so retenlon and dlsposi¥on purposes.

4, RECQRD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

St em Watze Maaageras %WM 1992 «_2hcnt )

¢. RECOARD SERIES DESCRIPTION { Briefly descride the lypes of informatiorveocuments/lorms lound in the Series. Inciuce (he puipose or function of the Senes)

g‘-}@% w(’:@’(’ b Wm\ /éfdm |
A s 7 .
Loe U e Baeility Oorensier
o (Dt

v

7. RECORD SERIES FQRMAIT(S) 8. RECORD SERIES SEQUENCZ 1. YOLUME
Q' File Dtawes(s)
Meﬂu Size Q Microfim O Alghabetical aQ Microfim Resl (3}
. c Comoputer Tace (s}
a Legal Se a Computer Tape a Numerical Q Qther (Specy}
O Bound Bock a Flocpy Oisk a Chronological Number
a Auda Tape Q Videa Tace Q Geographicat 10. ANNUAL ACCUMULATION
G Fie D1awer (s}
T Other (Specdy) a Other (Specily) 3 Microfilm Reel (s)
© Computer Tape(s)
A QO Other (Specily)
Nymber
- -
11. FILE IS USED / 12. FILE BECOMES INACTIVE AFTER
a Dady u' Weskly O Manthly g  Month(s) G Year(s)
‘, Number
11, CURRENT LOCATION(S] _(Bldq_,‘Flool, Room) 14, 1S RECORD SERIES OUPLICATED ELSEWHERE? (If yes, specily agency ot office}

Pl .
L ‘- N
@ﬁ/ze/ @ ot

15, ACCESS RESTRICTIONS {If yes, cile law(s) & reguiation(s) 16, AUDIT REQUIREMENTS

g Yes o No Q@ Naone g Slate - @ Federal

G Independgeni !3 !
17. 1S AM IMDEX SYSTEM USED? (Il yes, explam briefly and 18. RECOMMENDED RETENTION

(AN
descrbe any'ha«daavelsoﬂwa:e) Y 673 o u)ﬁzﬂj& P/\L&@ ﬁ /
- Yol wte] Lpleled P© Sippe

1,?45 AND TITLE OF PREPARER 20. TELEPHONE NUMBER ~ "~

A=
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NSIRUGIIUNS ~ TYPE O PUINY A SEPARATE FORM FOR EACH NEW
RLVISED NECORD SENES. FONWARY WITH RECOROS RETENTION
SOLOULE (2GS 5301}

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLQO ROAD

AGENCY RECORDS INVENTQRY

P.0. 80X 278 - JESSUP, MARYLAND 20794

Page o]}

Tﬁf ,
J

1. DE ‘ENTIAGENCT ‘

DIVISION

1. UNIT

Yirndd Adrmincdosg,

DEFINITION - Racorda Serlee -

A gtoug of reisted records narmaily filed tnd used 29 2 unit for reference as

well 38 retention snd dlepeviton purpoaas,

4, RECQRD S.ERlES TILE

Sibee;, Shdy

5. EARLIEST YEAR / LATETEST YEAR

2 S

8. RECORD SERIES DESGRIPTION { Briefly descrbe the lypes of Informationvaocuments/forms found in (he Series

. Inchuce

16€ ¥

1797

the putpose or funclion of (he Sertes)

T. RECORD SERIES

@(L:ﬂet Size

FQRMAT (S}

Qo Microfiim

a LegdA Size g Computer lape
G Bound Bock a Floppy Qisk
g Audio Tape O Video Tagce

8, RECORD SERIES SEQUENCE
Q Alphabetical
QO Numerical

O Chsonological

9. VOLUME
(-’—9(51«: Drawer(s)
O Mictolim Resi (s}
C Comouter Tace (s}

L

a Othet (Soecily)

PN

Number

G Geographical

10. ANNUAL ACCUMULATION

Fres SCKMJZL

Q Fiie Qrawer (s)
O Other (Specdy) O Other (Specily) O Miciofilm Reel (s)
a Compuler Tape(s)
4 Q Olher (Specily)
./ Number
- -
11. FiLE IS USED / 12. FILE BECOMES INACTIVE AFTER
o Day o Weekly O Monihly O  Month(s) O  Year(s)
: Numbet
1. CURRENT LOCATIQN(S] (Bldq Flool Raom} 14, IS RECORD SERIES OUPLICATED ELSEWHERE? (It yes, specily agency at cllice}
2 ]
P l\ N —Z.M ~L_ o Yes o No
WAChe S ~ T
15. ACCESS RESTRICTIOR{(I( yes. cite law(s} & regulalion(s} 16. AUDIT REQUIREMENTS
a Yes a Na Q None a Slate G Federal Q  Incependent
17. 1S AN INDEX SYSTEM USED? (If yes, explan briefly and 18. ECOMMENDED RETENTION
descrba any hadwaresaliware) W T wP J AT=0 :
0 Yes o No 0c Supé&é@('/eﬁ/ /Eé“
19, MAME AND TITLE QF PREPARER 20, TELEPHONE NUMBER ~~~ 7~ o ~

)-b2Y /65




RECORDS INVENTORY -
THE CITY OF FREDERICK

Unstructions - Type or print a separate form Department of PAGE OF

o each new ar revised record seres. Stuser CallecbionMalidenanco

Frederick, Maryland 21701
1. Position 2. Division
Supert rtendent Water ¢ Sewer

[DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year
mtsc.eliqneeq_s 5ew¢/
Dept, Related Files (990" 10 Presedt

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

Miscellaneous Dept, Related ¥otes, Blank Znspections And Work Forms,

Znd ! vidual Plan Review And Deu:a/o/:mej;/' Foles & Vendo ,/ﬁ,o At Zolop m cfﬁbn/ ot . 7
Usec %.r Feterence And Historieal Pw"/)oses,
7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
@ Cetter Size O Microfilm ClAlphabetical @ File Drawer(s)
3 Microfilm Reel(s)
u/gg,al Size OComputer Tape CINumerical 3 i O Computer Tape(s)
Number [ Other (specify)
O Bound Book QO Floppy Disk OChronological
O Audio Tape 3 Video Tape CIGeographical 10. Approximate Annual
Accumulation
@ Cther (specify) @-Ofher (specify) {3 File Drawer(s)
eorle,s 0€ Blue f,.;,f}-/ 1 Microfilm Reel(s)
M__ ) Computer Tape(s)
- Number (3 Other (specify
11. File is Used 12. File Becomes Inactive After -
ODaily  mWeekly OMonthly /A O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
. (If yes, specify agency or Office)
OPW Building "A” Qump Stk Fife - WWTP
Foom 2 EYes a No
15. Access Restrictions [J Yes @-No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s) .. .
@2 Screen annually. Destroy material having ngy

further fiscal, legal or operational value. Retain

17. Is an Index System Used? 18. Rec permanently any material that serves to
(If yes, explain briefly and describe any hardware/software) a document the origin, development and
0O Yes O3 No accomplishments of the department. Transfer
periodically to the MD State Archives
19. Name and Title of Preparer 20. Telephone Number . __ .
/ ’
Rance !/ 2. Cpngle 301694 1/ 76 Nov, 23,1999

Sewer sz‘(’- lo/




-l

RECORDS INVENTORY -

- THE CITY OF FREDERICK
~e=aeilVER
Unstructions - Type or print a separate form Department of =4 L4 ‘
for each new or revised record series. Public Works
- 3 - ‘
-Water & Sewer Divisi NOV 30 B9 U
Frederick, Maryland 21701

1. Positon 2. Division
Administrative Support Water & Sewer

DEFINTTION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year

Ro&dl CJZOSS%\_? PW 199% 1 ﬁggﬁ

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Inciude thc uurnose or function of the senes )

Q LENC men\? Qocation OF.

f&wm,w27kooéhwﬂ
7. Record Series Format(s) 8. Record Series Filing Sequence 9. Yolume
O Letter Size 8 Microfilm yAlphabcnml g b, 5"72.0.03‘ {3 File Drawer(s)
O Microfilm Reel(s)
O Legai Size QOComputer Tape ONumerical g \.Lb d W S 19N l_‘l O Computer Tape(s)
Number qomcr (specify)
O Bound Book O Floppy Disk CIChronological K arkers K o\
Q Audio Tape @ Video Tape CGeographical 10. Approximate Annual
Accumulation
O Other (specify) O3 Other (specify) Q File Drawer(s)
&  Microfilm Reel(s)
J_‘*'_l"é_.ééw — _i_ Q Computer Tape(s)
W&, _ . Number gLOther (specify
5}3/0’ g _S 8 (-3
11. File is Used 12. File Becomes [nactive After -
QDaily O Weekly COMonthly _A}& O Month(s) O Year(s)
13. Cwrrent Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes% specify agency or Offjce) / = Vo e

15. Access Restricions [ Yes No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s)

ﬁ Noné O State (O Federal (J Independent

17. Is an [ndex System Used? 18. Recommended Retentiong

(If yes, explain briefly and describe any hardwardsoﬁware) ) . -

O Yes &No Pdawi, 1Y | thew by,
19. Name and Tide of Preparer 20. Telephone Number 21. Date
Eva Simpson 301-694-1681 11/27/99

fide . Supeor” - Lo/5 7/
Mot Cale Moo 2L <D LA‘?MW# oo Ehewe, . " Qfﬂm{w%a‘dmu«/ﬁ;s




RECORDS INVENTORY -

THE CITY OF FREDERICK
Unstructions - Type or print a separate form Depa.rtment of PAGE OF
Yor each new or revised record series. Public Works
Hater & Sewer Division
Frederick, Maryland 21701
1. Position 2. Division
Administrative Support Water & Sewer

[DEFINITION - RECORD SERIES - A group of related records normaily filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title . . 5. Earliest Year/Latest Year

o P

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Inciude the purpose or function of the series.)

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
3 Letter Size 0 Microfilm CAlphabetical ) 3 File Drawer(s)
3 Microfilm Reei(s)

QO Legal Size CComputer Tape O Numerical ’ T Computer Tape(s)

. Number (3 Other (specify)
O Bound Book Q Floppy Disk OChronological
O Audio Tape 0 Video Tape CIGeographical 10. Approximate Annual

- Accumulation

3 Other (specify) O Other (specify) O File Drawer(s)

O Microfilm Reel(s)

;\Mlﬁ.— —_— /V/ A O Computer Tape(s)

Number (3 Other (specify

11. File is Used ﬂ RL'Q eRem~CZ P“ n_FoSg s 12. File Becomes [nactive After -

CDaily OWeekly CMonthly A /A O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
me=zzan Swe 1N | (If yes, specify agency or Office)
W NS house : Q Yes No
W~ S Sect.om bl
15. Access Restricions (] Yes No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
‘% None (JState (I Federal ({3 [ndependent

17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software) . ya
aYes &No ' WW&C#‘!W )
At Arfrrsn.
19. Name and Title of Preparer 20. Telephone Number ¢ 21 Date
Eva Simpson 301-694-1681 11/27/99




INSTRUCTIONS .. TYPE Ot PINE A SEPARATE FORM FOR EACIT NEW OEPARTMENT OF GENERAL SERVICE AGENCY RECOR
REVISED NECOND SERIES. FOAWARD WITH RECORDS RETENTION RECORODS MANAGEMENT DIVISION s ENC ECORDS INVENTORY
SCHEDULE {DGS 550-1) 7275 WATERLOO ROAD

P.O. BOX 278 - JESSUP, MARYLAND 20794 Page o

—

I1. o.xe%ics"c‘y‘ f' ~ ; DIVISION ﬁ/w | 1. \%mq/ [

DEFINITION - Records Serles - A group of relsted records normally fled snd uved ss a unit for reference as

4. RECORD SERIES TITLE 5. EARLIEST YEAR ! LATETEST YEAR

\J»W‘b % 1932 10

well a8 retention and dispesition purpoess,

8. RECOAP SERIES DES N ( Briefly describe the (ypes of informatiorvdocuments/lorms found in the Series. Include the puipose of funclion of the Senes)

cJao odnt pesde) Ll - o

1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
pAETe Size o Microliim O Alphabetical O Microfim Reel (s)

O Compuler Tape (s}

O Legal Size © Computer Tape O Numerical @ , G Othet {Specily)
o{m Book i o

O Floppy Disk O Chranological Number

T Audio Tape o Video Tage O Geographical 10. ANNUAL ACCUMULATION

. 0 File Drawer (8)
O Other (WW)Q@_ O Other (Specily) O Microfilm Reel (s)

O Compuler Tepe(s)

i O Othet (Specify)
GAL Qaps -_

Number

1. FILE 6 USED

-

2. FILE BECOMES INACTIVE AFTER

a Daiy | Weekly O Monthly O Monlh(s) o Yeals)
Numbet
13. CURRENT LOCAHON(S)_(BIdg..‘Fﬁ;or_ Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency or ollice)
- o Yes . O No
15. ACCESS RESTRICTIONS (Il yes, cile law(s) 8 regulation(s) 16, AUDIT REQUIREMENTS

O VYes, O No O None , o Slate O Federal O independent

- Screen annually. Destroy material having ng#”
tional value. Retain
7. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION further fiscal, legal or operati

to
permanently any material that serves

fesae sy et document the origin, development and

O Yes__ a No . . accomplishments of the department. Transfer

periodically to the MD State Archives

1. wm PREPARER 20. TELEPHONE NUMBER a. DAIE / :g/

0GS 550.4 (Revised 1193)




RECORDS INVENTORY -
- THE CITY OF FREDERICK

Unseructions - Type or print a separate form Department of PAGE OF
for each new or revised record series, Public Works
MHater & Sewer Diwvisjon
Frederick, Maryland 21701
1. Positon 2. Division
Administrative Support Water & Sewer

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.
4. Record Scr%es Title 5. Earliest Year/Latest Year

C{)ﬂ—l’\ﬁgﬂ, wﬁ’&ﬁﬁ-ak- SZA/AMO@“*M Qg 0 9O

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

#M@ y Omtﬁmd.

Number Other (specify
£

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
%mer Size O Microfilm CJAlphabetical O File Drawer(s)
3 Microfilm Reel(s)
O Legal Size QComputer Tape COINumericai 92 3 Computer Tape(s)
Number g Other (specify)
CJ Bound Book O Floppy Disk Rd'hmnological g ; £oNS KO "
(3 Audio Tape I Video Tape OGeographical 10. Approximate Annual
Accumulation
@ Other (specify) O Other (specify) Q File Drawer(s)
O Microfilm Reel(s)
1 Computer Tape(s)

11. File is Used w RQQIZK{-’\(’JC fu‘—PDSB_SIZ.FileBecomcsInactiveAfter ~

CDaily O Weekly OMonthly ©# I Y O Month(s) O Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
N 2 Zani~e, YN (If yes, specify agency or Office)
waearkehouse, . >
w oy < Sﬁd&m QYes ¢ QO Ne
15. Access Restrictions (O Yes No 16. Audit Requirements
(If Yes, cite Law(s) & Regulationts) . . . )
Screen annually. Destroy m%}teﬂal having not ependent
further fiscal, legal or operational value. Retain
17. Is an [ndex System Used? permanently any matenial that serves to
(If yes, explain briefly and describe any hardware/software) document the origin, development and
Q Yes & No ' accomplishments of the department. Transfer
" periodically to the MD State Archives
19. Name and Title of Preparer 20. Telephone Ne.. 41, Late
Eva Simpson 301-694-1681 11/27/99

Bl S:'OO(O or-t l 2/5\//05




RECORDS INVENTORY
- THE CITY OF FREDERICK

Unstructions - Type or print a separate form Department of

for each new or revised record series. Public Works
Hat S Division

Frederick, Maryland 21701

1. Posidon 2. Division
Administrative Support Water & Sewer

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year

Dot - Lpoats Q7 « £22,

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

el dloo \r@cr\r\:l-’k,ﬂ-ﬁ 0/»016, 2 S %(me\

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume

O Microfilm CAlphabetical 3 File Drawer(s)

3 Microfilm Reel(s)
QComputer Tape I Numericai 3 Computer Tape(s)
Number O Other (specify)

C Bound Book O Floppy Disk %Chmnologicnl

Q Audio Tape Q Video Tape CIGeographical 10. Approximate Annual
Accumulation

,& Cther (specify) 3 Other (specify) O File Drawer(s)
3 Microfilm Reel(s)

_LLLLY_;% {eeé #{K _m.o.é_f W wel o a g:hmpu(ucr Tge(s)
Y2 - uml O Other (speci
ST by g2eRs ‘
11. File is Used m G2 nﬂ.ﬁﬁ-& éﬂ‘ﬂ- 12. File Becomes Inactive After -

ODaily O Weekly CMonthly IQM’&)QS@S @O Month(s) O Year(s)

13. Current Location(s) . (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere?

AN, (If ify a Office)
Mm Az \Haa\h\ve_ N uﬂéaw’r 783, SP"CI gency or Office u) ;M‘}
TS Q/Yaéu- P/A»rd- alese

15. Access Restrictdons {7 Yes No 16. Audit Reqmremcnts

(If Yes, cite Law(s) & Regulatiods(s
b/ﬁcne B’ge O Federal (3 Independent

/
17. Is an Index System Used? 18. Recommended Retention

)
(If yes, explain briefly and describe any hardwardsoﬁware) 617— . '5 M&W

O Yes # No

b b {Lg__é)j_dv A Otsaslroesie fHp Mj 7'14
19. Name and Title of Preparer 20, Telephone Number’ 21. Date
Eva Simpson 301-694-1681 11/27/99

Al Support /9/57/)45




RECORDS INVENTORY -
THE CITY OF FREDERICK

Unstructions - Type or print a separate form Department of PAGE OF _____ |
for each new or revised record sertes. Public Works
Hat S Division
Frederick, Maryland 21701
1. Positon 2. Division
Administrative Support Water & Sewer

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.
@. Record Series Title 5. Earliest Year/Latest Year

o Wtddl, Kuganrts )

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
clude the purpose or function of the series.)

De s hor so WELL Pectors Fo
ol i Y Nt weke

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
3 Letter Size 3 Microfiim QO Alphabetical ] 3 File Drawer(s)
3 Microfilm Reel(s)
O Legal Size CComputer Tape JNumerical l 3 Computer Tape(s)
Number E Othar (specify)
 Bound Book 3 Floppy Disk %‘nmnological g
CJ Audio Tape O Video Tape QGeographical 10. Approximate Annual
Accumuiation
O Other (specify) (3 Other (specify) 3 File Drawer(s)
“ N 3 Microfilm Reel(s)
12 9] z Z AZZ)/C A,M-\p&b mo g\/' Wn)" _Z& gCompu!cr Tape(s)
‘) 2 Tt/ - Number Other (specify
11. File is Used 12. File Becomes Inactive After -
CDaily /%chkly COMonthly O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere?
ﬁ* C\, MiA S wp Po ~F . (If yes, specify agency or Office)
O = ce G Yes *’ﬁo
15. Access Restricions 3 Yes No A 16. Audit Requirements 7

(If Yes, cite Law(s) & Regulations(
é({lone O State (3 Federal (] Independent

17. Is an [ndex System Used? . 18. Recommended Retention

(If yes, explain briefly and describe any hardware/software)

O Yes & No - (g T 1/V.M~M’?'
19. Name and Title of Preparer 20. Telephone Number 21. Date
Eva Simpson 301-694-1681 11/27/99

Adrmin, ?Wdf“f“ 1,9/5//@




RECORDS INVENTORY -

- THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE CF ,
for each new or revised record series, Public Works
" q Division
Frederick, Maryland 21701
1. Position 2. Division
Administrative Support Water & Sewer

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
iwell as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

fpe/zn;, /s /QW o

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

T S W ghuo e
Tele 7/ oo oty SENAY (\u.a__ of Youwrey, i’}e\
Dscb\a&%o. @eﬁv\ S ~WwWwT

*‘7 ) Co%\\ﬁv—

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
}x( LeterSize O Microfilm /*ﬂklphabcdcnl i File Drawer(s)
3 Microfiim Reei(s)
3 Legal Size O Computer Tape CINumerical O Computer Tape(s)
Number (I Other (specify)
O Bound Book @ Floppy Disk CIChronological
I Audio Tape O Video Tape CGeographical 10. Approximate Annual
Accumulation
0 Other (specify) '  Other (specify) X File Drawer(s)
] O Microfilm Reel(s)
2~ 1 Computer Tape(s)
Number (3 Other (specify
11. File is Used m _ >SeS 12. File Becomes [nactive After -
QDaily OWeekly COMonthly o O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

ﬂd AN - 8"0’3@@ o (If yes, specify agency or Office)
FAQ& Rﬁm\(\ O Yes 47 0 No

15. Access Restrictions [J Yes No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(
)6 None (JState (3 Federal (3 Independent

17. Is an [ndex System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardwar:/softwnrc) 5‘ of Tt Qtn 99 M delrd oo
Cl Yes & No
D{M—-A Jitno 4 &iﬂ%ﬂ%@
19. Name and Title of Preparer 20. Telephone Number 21
Eva Simpson 301-694-1681 11/27/99

fd(&f

/4&&.'“, S;-ﬁoo:\#’ [(D/ 40




RECORDS INVENTORY

THE CITY OF FREDERICK
tn.rxrucn’an: - Type or print a separate form Department of PAGE OF |
lor each new or revised record sertes. Public Works
™ g Division
Frederick, Maryland 21701
1. Position 2. Division
Administrative Support Water & Sewer

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year

WasTwaor ThoTmadt Pl (ajects o

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

Number (3 Other (specify

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
\@ LemerSize O Microfilm . yﬂaxphabeml (I File Drawer(s)
! O Microfiim Reei(s)
QO Legal Size QComputer Tape CNumerical 3 O Computer Tape(s)
Number (J Other (specify)
O Bound Book Q Floppy Disk Yéhmnologica.l .Q{ K WS\ OxeS
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation
{3 Other (specify) I Other (specify) O File Drawer(s)
/\) /A J Microfilm Rezl(s)
. Computer Tape(s)

11. File is Used m W Y 12. File Becomes Inactive After -

CDaily O Weekly COMonthly - 3 Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series DuplicatedﬁE.lsewhere?
'- ’ If yes, specify agency or Office
mez o— (If yes, specify agency )
) Do O Yes QNo
W~ S Soebon
15. Access Restrictions [ Yes o 16. Audit Requirements

If Yes, cite Law(s) & Regulatioré(s
( ) gul ( "Screen annually. Destroy material having not ~ dent

j further fiscal, legal or operational value. Retain =~ ——
17. Is an Index System Used? 18. permanently any material that serves to

(If yes, explain briefly and describe any hardwarc/soﬁwarc) /5‘ document the origin, development and

] Yes @ No accpmplishments of the department. Transfer
periodically to the MD State Archives e
19. Name and Title of Preparer 20. Telephone Numbe: _—————
Eva Simpson 301-694-1681 11/27/99

WL, SV 20/5//0—8




RECORDS INVENTORY -
- THE CITY OF FREDERICK '

—————

nstructions - Type or print a separate form Department of PAGE OF
yor each new or revised record series. Sewer Colleghiome Maigtenance,

Frederick, Maryland 21701

1. Position 2. Division

SUpu‘in‘f’enaen‘l‘ Water + Sewer

IDEFINITION - RECORD SERIES -
well as retention and disposition pu

4. Record Series Title j@ . » 7 S e 5. Earliest Year/Latest Year
. Z ) %t’"@(— S
—w%.—— ' S "735-{7‘ to Preseat

Y.

grqup of related records normally filed and used as a unit for reference as

6. Record Series wescription (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

Comf)/d'ed Comleq.’m" Forms And Work Orders Recelved By The Sewyr Dept:

Kecords o€ Past Problems And Work Perﬁ:rmedJOn Both Private ﬁnd(’/‘/} Owned
PI’oPe{"ﬂES And Tacilities, Used For Rurence And HosTorical Pul")oSQS-

~ ‘t/‘%“/ ’{’Z:;)Q/m\

21,

/LMWQ/?R

Lrea,

Lz

7. Record Series Format(s) - 8. Record Series Filing Sequence 9. Volume
@ Letter Size O Microfilm SAlphabetical ' . O File Drawer(s)
O Microfilm Reel(s)
M/Legnl Size OComputer Tape [ Numerical Q0 Computer Tape(s)
Number {3 Other (specify)
3 Bound Book O Floppy Disk COChronological
O Audio Tape 0 Video Tape OGeographical 10. Approximate Annual
Accumulation _
& Other (specify)  EOther (specify) CJ File Drawer(s)
Coples 0% Blueprints/ 01 Microfilm Reei(s)
Oraw ‘ngs Street Mames O Computer Tape(s)
: Number ([J Other (specify
11. File is Used 12. File Becomes Inactive After
&@Daily QWeekly CJMonthly i’{f_ O Month(s) 1 Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
idine A" (If yes, specify agency or Office)
D;UJ ?;3{ ng A Copies 0F uJorKOnc'iers o
/) o VYes msogéj;;iqcr iy O No
15. Access Restrictions [ Yes &@No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
@None (JState (J Federal a Independent
Screen annually. Destroy material having not

17. Is an Index System Used? 18. % jonal value, Retain
I . further fiscal, legal or operational val
(If yes, explain briefly and describe any hardware/software) pl::rma.nenﬂy any material that serves to
a Yes &No document the origin, development and
accomplishinents of the department. Transfer
19. Name and Title of Preparer 20. Telephone Num periodically to the MD State Archives
Randall ¢. &> &7
nmnelser !/ 694 117

Moy, 2 34997 1499
)19 /5///’“0

57
\" L L




INSTRUCTIONS - TYPE QN PHING A SEPARATE FORM FOR EACH NEW OEPARTMENT OF GENERAL SERVICES AGENCY R R
REVISED RECONO SERIES. FONWAND WITH RECOROS RETENTION RECOROS MANAGEMENT DIVISION ENCY RECORDS INVENTQRY
SOEOWE (OGS $50-1] 273 WATERLOOQ ROAQ

R £.0. BOX 273 - JESSUP, MARYLAND 70794 Page ot

10&.& ENTIAGENCY DIVISION 1. UNIT wo
& df'“‘ w“(’STb\U Lo SYoem 0412

well 1e retention md dlsposifon purpores,

DEFINITION - Racorde Satlee - A group of related records noemslly Aled 1nd uved a9 & unit for refeconcs as

4, RECQRO SERIES NTLE S. EARLIEST YEAR { LATETEST YEAR

fump Sttinn  File (A2 prset

8. RECORD SERIES DESCRIPTICN ( Briefly desciibe the lypes of Informatiorvaccuments/lorms lound in the Series

. Incluce the putpose or function of the Senes)

7. RECORD SERIES FQRMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME
. &/File Otawer(s)
?tellet Size a Microfiim O Alphabetical Microfilm Resi (s)
/ O Computer Taoe (s)
Legad Size g Computer Tape o Numetical O Qiher (Soecry)
O Bound Bock o Floppy Disk 0 Chionological Number
g Audo Tape O Video Tace 0 Geographicat 10. ANNUAL ACCUMULATION
G Fie Orawes (s}
U Cther (Specdy) a Other (Specily) O Microfitm Reel (s)
a Computer Tape(s)
R} O Qther {Specily)
; Number
Vi -
11. FILE IS USED // 12. FILE BECQOMES INACTIVE AFTER
g Dady Mnkfy O Manthly - g Monih(s) Qo Yeas)
; Nymber
~
13. CURRENT LOCATIQN(S] .(Bldg.,‘Floor. Room} 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency ot oifice)

- .

jz [\LU g Yes . g No

15. ACCESS RESTRICTIONS (it yes, cile law(s) & requiation(s) 18. AUDIT REQUIREMENTS

g Yes, O No a None o Slate Q Federal Q Indepengent
17. 1S AM IMOEX SYSTEM USEDT (If yes, explan briefly and . RECOMMENOED RETENTION

descrbe any hardware/soliware)

O Yes g No
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER ~~~ ~~ "~ -~ -

Qm\dq Cbnnm- - i 75@@/"{0




RECORDS INVENTORY -

- THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE OF
for each new or revised record series. 4 ! >
1! &t’gmﬁt Deivefa <t
- Frederick, Maryland 21701
1. Position 2. Division
Super \ntendent Weler + Sewy

itle 5. Earliest Year/Latest Year

S - =
ewer Pef‘ m(\'[’s C',GM / to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the series.)

C;/?/’es o€ &m%‘zr;,gwe/ Pnd 7 or Water Ard Sqn/‘ﬁafy Sewer Connecton /?Z/M#k.
L(sea’ 5' fe’(‘e/’mce ﬂna’ M'!’faf/‘CQ/ ﬂr/‘fos es,

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
mter Size 3 Microfilm ﬂ:&lphabetical e File Drawer(s)
0O Microfilm Reel(s)
3 Legal Size OComputer Tape B Numerical 3 O Computer Tape(s)
Number (3 Other (specify)
0O Bound Book O Floppy Disk OChronological
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation
O Other (specify) @ Other (specify) O File Drawer(s)
3 Microfilm Reel(s)
Slreet Nane< O Computer Tape(s)
- Number 3J Other (specify
11. File is Used 12. File Becomes Inactive After -
ODaily O Weekly EMonthly MB O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
TR (If yes, specify agency or Office)
Dfw Bw/dmy A Cormits Ard Codes Managemert
foom ¥ B¥es OfFce O No
15. Access Restrictions [J Yes &No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)

D'None . O State [ Federal [ Independent
17. Is an [ndex System Used? . 7‘; ﬂ:l 8. Recommend:d Retention : . .
E(:f eres;, egl;g:) briefly and describe any hardware/software) mﬁquom AM’Q . ‘-*1 Ad Q , Mﬂv
19. Name and Title of Preparer 20. Telephone Number 21. Date ‘

Randat! 2. Connetser

Saver Supt 301 694 1774 Nov. 23,1999

) 04576




RECORDS INVENTORY -

THE CITY OF FREDERICK
Instructions - Type or print a separate form Department of PAGE OF .
for each new or revised record series. Public Works
Hat S Division
Frederick, Maryland 21701
1. Positdon 2. Division
Administrative Support Water & Sewer

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year

De,fb+, a D Nes o P &Q“ec\fs . wuamz“ —
/('Df\ 40 ulr\‘\

6. Record Series Description (Briefly describe the types of information/documents/forms found invthe series.
nelude the purpose or function of the serfes.)

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
'¢( Lemer Size (3 Microfilm Halphabetical File Drawer(s)
9 3 Microfilm Reei(s)
2 Legai Size CComputer Tape ONumerical C Computer Tape(s)
Number (3 Other (specify)
O Bound Book (7 Floppy Disk Rd'nmnological
O Audio Tape O Video Tape OGeographical 10. Approximate Anoual
Accumulation
O Other (speeify) {3 Other (specify) O File Drawer(s)

O Microfilm Reel(s)
7LS > O Computer Tape(s)
. Number (3 Other (specify

11. File is Used 12. File Becomes I[nactive After

X AFTER. PROje T C &~

QO Daily Wesekly C1Monthly ] ' O Month(s) O Year(s)
RopF Tor Record RuzpsSeod

13. Current Location(s)  (Bldg., Floor, Room) 14. [s Record Series Duplicated Elsewhere?

Rdmin. 0EFIcE+ F'le Ropem (If yes, specify agency or Office)

o ts
By Deg O Yes B No
15. Access Resmictions (J Yes (No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s) q Screen annually. Destroy material havingnof

further fiscal, legal or operational value. Retain

7 T on Tndex Syorem Uend? 3. Rel permanently any material that serves to
(If yes, explain briefly and describe any hardware/software) flo«‘:ume;l.l hﬂllrfl: or1gu}, development and
er X No @ﬁ, accomplishments of the department. Transfer
QO Yes penodically to the MD State Archives
19. Name and Title of Preparer 20. Telephone Number R 41 Lae
Eva Simpson 301-694-1681 11/27/99

l‘}-c\lm:‘n, \S\U]ozoor\ﬁ / 0/5//00




RECORDS INVENTORY -
THE CITY OF FREDERICK '

Unstructions - Type or print a separate form Department of PAGE____ OF____

Vo cach new o revised recard sris. Suter Colfeckion>Dalhscnse.
1y ﬁ[cFﬂd’ Deive East

Frederick, Maryiand 21701
1. Position 2. Division
S‘uper’? rfendent Water ¢ Sewer

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title / 5. Earliest Year/Latest Year
- Ve ~,

6. Record Series Description (Brietly describe the types of mformanon/documents/fonns found in the series.

Uses %,- /ﬁ‘(”erenee And Histerieql Rznpose:

Include the purn~~- or function of the series.) . — /-—li
f _wbept, Related Fes .
“Lnd/ Vrdaa/ Plap Review Ard Da'e/ofmeﬁf 7/25,@- l/endw/ ﬁ'oa/‘ld?m -~

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
@fleterSize O Microfilm QAlphabetical @ File Drawer(s)
C Microfilm Reel(s)
D/{gal Size O Computer Tape CINumerical 3 g O Computer Tape(s)
Number ({J Other (specify)
O Bound Book Q3 Floppy Disk OChronological
O Audio Tape O Video Tape {1Geographical 10. Approximate Annual
Accumulation
¥ Cther (specify) @+-Other (specify) [ File Drawer(s)
Go?:'(u o€ g/‘,el,,.,',,f/ 3 Microfilm Reei(s)
M__ _— _______ O Computer Tape(s)
. Number (3 Other (specify
11. File is Used 12. File Becomes Inactive After -
ODaily E@Weekly COMonthly _/’_//_/i__ O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
: vn (If yes, specify agency or Office)
Dpw Bu'/d//y A ?um? Stution Fife - WWTF
foom 257 DYes O No
15. Access Restrictions (3 Yes 3o 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
' @None ([JState [J Federal ([J Independent

-

0 Yes O No

19. Name and Title of Preparer 20. Telephone Numbe? 21 Date %

Randal/ 2. Gpnglse,

17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software) ; ;
Wi

301694 1/ 7¢ /\/au, 3 /999




RECORDS INVENTORY -
- THE CITY OF FREDERICK '

Unstructions - Type or print a separate form Department of PAGE OF

for each new or revised record series. MMM@;&D@Q&_

Frederick, Maryland 21701
1. Position 2. Division
SuPer)n‘f’Qndgn'f . wq{@/’ + Seweor

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year
%w' pment And Materiq s
19907~ 10 Rrpsent _

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the series.)

Zp pment And Metenials Used By The Sewer Dept:

Becords OF Maltenance. And 7eehhieal speaifieatitns of Eger //omem‘ And Mlerrals.
Used For ReterenceAnd H/ storieq) Rirposes.

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
E’fctter Size 3 Microfiim Bﬁphabetical ' B’ File Drawer(s)
O Microfilm Reel(s)
O Legal Size O Computer Tape E:d@merical -3 O Computer Tape(s)
Number [J Other (specify)
3 Bound Book O Floppy Disk OChronological
O Audio Tape O Video Tape (JGeographical 10. Approximate Annual
Accumulation _
O Other (specify) 3 Other (specify) {3 File Drawer(s)
3 Microfilm Reel(s)
O Computer Tape(s)
Number 3 Other (specify
11. File is Used 12. File Becomes Inactive After
O Daily EWeekly OMonthly , M4 O] Month(s) I Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
) 1y e (If yes, specify agency or Office)
DPW 6’“’/4/”} A Rartie/ Ega)P Relatod Keec,:raﬁr‘:ﬂo
Room R o Ves Vehst;;-c’;; Meadrtepanee, 0 No
15. Access Restrictions [J Yes @No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
@None ([JState (3 Federal [ Independent

0O Yes ®No
hire 4 ¥, T Ol

19. Name and Title of Preparer 20. Telephone Number / 21. Date
Randet/ 2. Cpnatze Por 654 1076 Moo 23, /997

Sewer Sep?s

y

p

) 0 /5 o)

17. Is an Index System Used? 18. Recommended Regentj : <
(If yes, explain briefly and describe any hardware/software) 7 E !@J :'é: /~/ Wu‘ Vrhadie.at,
/

.




RECORDS INVENTORY -
- THE CITY OF FREDERICK '

Unstructions - Type or print a separate form Department of PAGE OF

for each new or revised record series. Sewee Qllection+fMalstenance.

(i Ar'r,mr'{‘ Prive £asT

Frederick, Maryland 21701
1. Position 2. Division
LY Uper'ln‘fmden‘l“ Weter + Sewer

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title \ 5. Earliest Year/Latest Year
Eguipment And Materiqls - »l
24 - 9907~ t0 Prpset

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the series.)

Egipment And Miterials Used By The Sewer Dqﬁ?

Becords OF Mal tenance And Techhieal specfieatrons oF Egu ,-'/:me()‘/' And Midderials.
Used For RecterenceAnd Historien) Furposes.

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
i @ Letter Size O Microfilm @Kiphabetical & File Drawer(s)
O Microfilm Reel(s)
3 Legal Size CComputer Tape @Sumerical 3 O Computer Tape(s)
Number ([ Other (specify)
{3 Bound Book O Floppy Disk OChronological
O Audio Tape O Video Tape QO Geographical 10. Approximate Annual
Accumulation
37 Other (specify) 3 Other (specify) 3 File Drawer(s)
O Microfilm Reel(s)
0O Computer Tape(s)
Number ([J Other (specify
11. File is Used 12. File Becomes Inactive After
ODaily BWeekly OMonthly M4 O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) “14. Is Record Series Duplicated Elsewhere?
. 1yt (If yes, specify agency or Office)
DPW B‘“’/d/”ﬁ A Rartie/ Eguip. Relater Kemgro’.r'fn
Rof:m R @ Yes W"‘gﬁ; Matmterance. No
15. Access Restrictions [ Yes &No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)

@ None ([JState ([J Federal [ Independent

17. Is an Index System Used? 18. Recommended Retention_js— W ol
(If yes, explain briefly and describe any hardware/software) . E Mw
<

O Yes @&No -
g/ -4 . LeS D
19. Name and Title of Preparer 20. Telephone Number ! 21. ate
Randat/ 4. Cpnatse- B 94 1 7¢ Now. 23 /997

(ué)f Scatdy
N 2@ &l




NGS 5504 {Ilevised 1/9))

INSTRUGIIONS .- TYPE OR PIINT A SEPARATE FORM T OR EACH NEW
REVISED NECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDWLE {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS .
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD

JRY

P.O. BOX 275 - JESSUP, MARYLAND 20784 Page ________ Of _

1.0 EMMEM F' I d

, DIVISION 2 uNIT |
2 %/}zgfzu Whice /5l

DEFINITION - Records Sartes - A group of telated records noimally Mled and used se 2 unit for reference oo

woll se retention and disposition purponee.

4. RECORD SERlES IHL

5. EARLIEST YEAR / LATETEST YEAR
\L/Véwﬁ/ W /ﬁ/y'ﬁm Ay

8. RECORD SERIES DESCRIPTION ( Briefly descube the types of Informationvdocumenisiiorms found in the Series

. Include the puipose or funclion of the Senes)

7/,(,/&&22,«% , W/&M

] PRI
e = = e

7. RECORD SERIES FORMANG) 8. RECORD SERIES SEQUENCE . 9. VOLUME
z d{leéwwel(s)
Q/Msm o Microlilm O Afphabelical 7 O Microfilm Reel (s)
O Computer Tape (s)
o Legal Size o Computer Tape O Numerical 0 Other {Specily)
0 Bound Bock o Floppy Disk O Chronological ’ Number
O Audio Tape O Video Tape Q Geographical 10. ANNUAL ACCUMULATION
) _ O File Drawer (s)
0 Other {Specily) O Other (Specily) O Microtilm Reel (s)
O Compuler Tepe(s)
O Other (Specily) —
Number
1. FILE I5 USED 12. FILE BECOMES INACTIVE AFTER
a Daily P Weekly O Monthly O Month(s) 0 Yeal(s)
. Numbet
1. CURRENT LOCAIION(SI.(BIdgA.flooL Roohu) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (il yes. specily agency ot oflice)
. a YG,Q/‘W‘ UWalto " \Oing oW
15. ACCESS RESTRICTIONS (Il yes, cite law(s) 8 regulation(s) 16. AUDIT REOUIREMEN!S. :
o Yes, O No O None n(ale u@ O Independent
17. 15 AN INDEX SYSIEM USED? (Il yes, explain bneﬂy and 18. RECOMMENDED RETENTION WZ: o) 7/ ﬂ'hd/ @Mﬁd@j
. descrbe any hardware/sollware) / ”
. M M Mﬂw&ty«xﬂfﬂu L Arls
O Yes o No z
'On /i,uf_g m(//é{_’.:u @@J@Gf/f N
15. NAME AND TITLE OF PREFARER 20.

TELEPHONE NUMBER

21. DATE /O /&.o




fNSTRUCTIONS - TYPE OR PIING A SEPARATE FORM TOR EACIE NEW DEPARTMENT OF GENERAL SERVICES HCY RECORDS INVENTORY
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE {DGS $50-1)

7275 WATERLOO ROAD
ns& emmcmcvg f' I '2

F.O. BOX 275 - JESSUP, MARYLAND 20794 Page ol
DEFINITION - Records Settes « A group of related recorde normally fiied and used ss s unit for reference so

@/%] . ooy W alsSTicd],

DIVISION

well 08 retention ani ‘isposition purpoces,

, 5. EARLIEST YEAR | LATETEST YEAR ;
M gw&o 199/ 10 2oro :

6. RECORD SERIES DESCRIPVION { Briefly descrbe the lypes of Information’documenisiiorms found in the Series

. Include the purpose or funclion of the Senes)

W/ . Q;ZZ;“'& Aol Wﬁ“‘z“”’/ *

7. RECORD SERIES FORMAT(5) ‘ 8. RECORD SERIES SEQUENCE 9. VOLUME
L/’b oFile Orawer(s)
eller Size o Microlilm _ O Alphabelical O Microfilm Reel (s) :
O Computer Tape (s) !
a legal Size o Computer Tape O Numerical 0 Other {Speciy) !
{
O Bound Book © Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION .
. . O File Drawer (s)
© Other (Specd O Other (Specil D Microlim Reet (s)
" (Specis] ( " o Compuler Tepe(s)
O Other (Specify) _
Number
11. FILE 15 USED 12. FILE BECOMES INACTIVE AFTER
o Dafy B Weekly O Monthly . 8 Month(s) O Yeal(s)

Number

-

13. CURRENT LOCA!ION(S)_(BIdg.,floor. Rooin) 4 15 RECORD SERIES DUPLICA‘ED ELSEWHERE? (il yes. specily agency ot ollice}

@ - o Ves Z@é: 0 No

15. ACCESS RESTRICTIONS {(If yes, cile law(s) 8 regulalion(s) . AUDIT REOUIREMENIS

D Yes, o No O None n{ale a@ O Independen

-
b ad

17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefty and 18. RECOMMENDED RETENTION
. descube any hatdwaie/sollware)

O Yes___ o No . m 5“\/41442741-4@ @"‘M M%‘“""W-@?)
‘/LMM j“[\{ﬂa d%

./YW&% ).
15. NAME mor % 20. TELEPHONE NUMBER , 21. DATE

[0 /9/0»0

NGS 550.4 (Nevised 1/93)




HSYRUCIIONS .. TYPE OR PING A SEPARATE FORM FOR EACI NEW
REVISED RECORD SERIES. TORWARD WITH RECORDS RETENTION
SCUEDIRE (OGS $30-1)

=Y
DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS IN . ~~RY '
RECORDS MANAGEMENT DIVISION
721% WATERLOD ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

Page of

—-

- j

1nzy Emu\cmg% f& ! :

a DIVISION

Lpa 5‘ it Tl |

DEFINITION . Rocords Seiles - A greup of rslated rocords normally filed snd uned ss o unit for reference as

wall 80 relention and dlspesi¥on purposns,

4. RECORD SERIES TITLE

5. EARLIEST YEAR J LATETEST YEAR

1995 0 psd

8. RECORD SERIES DESCRIPTION ( Briefly descube the lypes of Informatiorvdocumenisiiorms found in the Series

. Include the puipose of funclion of the Sanes}

7. RECORD SERIES FORMAI(G) 8., RECORD SERIES SEQUENCE 9. VOLUME
_ f@’m:awer(s)
Lelter Size a Microliim o Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
a Legal Size o Compuler Tape a Numerical O Othet (Specily) .
O Bound Boak a Floppy Disk O Chionological Number ]
o Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION {‘
. O File Drawer (s)
U Other (Specty) O Other {Specily) D Microfilm Reel (s} '
O Compuler Tepel(s)
O Other (Specify) ___
Nymbert

11. FILE 18 USED

o Daty 0 Weekly Q  Monthly

12. FILE BECOMES INACTIVE AFTER

o  Monlh(s) O Yeaus)

Numbet

1. CURRENT LOCATION(S) (Bldg Float, Room)

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specily agency or olfice)

W r - o v B Lo A o
18, ﬂCCESS RESTRICTIONS (ll yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMEN‘S'
a Yes a No 0 None 04 O Federal O Independent

17. 1S AN INDEX SYSTEM USED? {if yes, explain briefly an'd
. descbe any hasdware/sollware)

D Yes D No

Screen annually. Destroy material having ndt~,
further fiscal, legal or operational value. Retain
* permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives

——

18. RECOMMENDED RETENTION

19. HAME Mgl"f oF ARER
!

r——

2. DAIE

/Q/L@/w

20. TELEPHONE NUMBER

0GS 5504 {Revsed 193]




s riessies seeseme = e e e

HSTRUCTIONS .- TYPE O PIUME A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. ' FORWARD WITH RECORDS RETENTION
SCHEDWRE 1DGS 550-1)

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794

DEPARTMENTY OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY !

Page of

F

Cody of Focders i

3. UNit

%«LDCJL 7/!@8!

DEFINITION - Records Setles - A group of relsted records normally flled snd uoed a3 s unit for 1efatence ss

well a8 1otention and disposition purpones,

4. RECORD SERIES HILE

W

S. EARLIEST YEAR / LATETEST YEAR

19505 10 Rar0

€. RECORD SERIES DESCRIPTION ( Briefly descrbe the lypes of informationsdocumentsfiorms found in the Series.

£ Q Loao, %.4

NosTiook Rereest, Gy, fump IO,
T e

Include the purpose or funclion of the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
= @—File Otawel(s)
elter Size O Microfilm © Alphabetical 0 O Microfiim Reet (s)
O Comouter Tape (s
O Legal Size o Computer Tape O Numerical O Other (Specily)
D Bound Book o Floppy Disk O Chronological Number i
o Audio Tape O Video Tape O Geogtaphical 10. ANNUAL ACCUMULATION
. O File Drawer {s)
0 Ottret [Specdy) O Other (Specily) D Microtilm Reet (s)
O Compuler Tape(s)
o Olher (Specily) __
Number
11, FILE 18 USED 12. FILE BECOMES INACTIVE AFTER
o Daty D Weekly o Monihly O Monlhis) 0  Yeais)
Number
12. URR‘ENI LOCMION(S].(Bldq..floox, Rodm) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency ot office)
; d - O Yes D/o(
P;)M«n.?”?)
15, ACCESS RESTRICTIONS (I yes, cite law(s) & reguistionis) | 16. AUDIT REOUIREMENTS C
a Yes, O No 7 None Slate Federal O Independent
- j . - Screen annually.  Destroy material having not_ T —
17. (S AN (NDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED RETENTION further fiscal, legal or operational value. Retain
. descrbe any hatdware/soliware) * permanently any material that serves to
. document the origin, development and
o Yes v 0 No . accomplishments of the department. Transfer
periodically to the MD State Archives
19. NAME AND TITLE OF PREPARER 20

. TELEPHONE NUMBER

21. DATE

/0/10/&0

0GS 5.4 (Revised 193]




RECORDS INVENTORY -

- THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE OF
for each new or revised record series. C S
WASTENATEA TREGTAEN T FLAVT
Frederick, Maryland 21701
1. Position 2. Division
SYyP7. WHTER + SEWER

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

ATL AR ATING REARTS + RELORDS Roso
b v or K (=7 PP 1o L2PG

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

RECoRDS (% COMPLZINCE HmD PLANT PELFIRMANCE

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume

'w Letter Size O Microfilm CAlphabetical é ﬁ File Drawer(s)
3 Microfilm Reel(s)
O Legal Size OComputer Tape ONumerical ﬂ O Computer Tape(s)
Number (3 Other (specify)
O Bound Book O Floppy Disk %Chronological
{3 Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation A
0 Other (specify) O Other (specify) ' File Drawer(s)
0 Microfilm Reel(s)
l O Computer Tape(s)
Number ([ Other (specify
11. File is Used 12. File Becomes Inactive After
mDaily COWeekly OMonthly & / lg 0O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
EQ&Z P ﬁUIAAIA)é ~ )9EFLOOR (If yes, specify agency or Office)
&Ldzgu > 0O Yes B No
15. Access Restrictions [J Yes & No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
O None ffState (¥ Federal [ Independent

17. Is an Index System Used? 18. Recommended Retention o pE
(If yes, explain briefly and describe any hardware/software) ; Mda‘*
O Yes (K] No _ . y oLl v%»w"'a'
Pl & YEARS
19. Name and Title of Preparer 20. Telephone Number 21. Date
HLLEW #NCEL s - ST WiTP  S0re9%/034  1/5/7°59

10/ o/ 60

<

N



RECORDS INVENTORY -

- THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE oF __
for each new or revised record series. PUA {TC /\/ o I€ KS
W TP
Frederick, Maryland 21701
1. Position 2. Division
SyPT WATER +SERER

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year
SLudes RECOROS

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

/2% tof%’a“-"—a

NrsPoSnl #AmoanTs + COmPLzANCE RECOLIS

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
,ﬁ Letter Size O Microfilm CAlphabetical @ File Drawer(s)
0 Microfilm Reel(s)
O Legal Size OComputer Tape O Numerical é O Computer Tape(s)
Number (3 Other (specify)
O Bound Boock 1 Floppy Disk }_QChronological
O Audio Tape €1 Video Tape OGeographical 10. Approximate Annual
Accumulation
C) Other (specify) O Other (specify) p File Drawer(s)
0 Microfilm Reel(s)
l 0O Computer Tape(s)
Number @ Other (specify
11. File is Used 12. File Becomes Inactive After
;{Daily OWeekly OMonthly A O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or Office)
RONTN) BUGTOING - OFFZCE Mo =
S0L#h BYzitne - OFFICE 3 y BYs ~ypg @ No
15. Access Restrictions O Yes (¢No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
O None ) State \Z Federal [ Independent

17. Is an Index System Used? 18. Recommended Retention );9 A
L

19. Name and Title of Preparer 20. Telephone Number 21. Date

SGPT= Alisw AveEiys  39-679-/036 //—//- 79
LD /1 /1)

(If yes, explain briefly and describe any hardware/software) o W '
Adan & YEALS




mtoriems .

INSTRUCIIONS .- TYPE OR PIIINT A SEPARATE FORM FOR EACH NEW
REVISED NECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (UGS 550-1)

RECORDS MANAGEMENT DIVISION
7275 WATERLOD ROAD
P.0. BOX 278 - JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Page o1

——————

l 1. osy &Emmcwcv % fg I d

DIVISION

3. UNIY

DEFINITION - Records Serlas - A group of related records noimally fied and used sp s unit for reference o

well 89 rotention and disposition putposes,

4. RECORD SERIES TITLE

Pt Cordenst

8. EARLIEST YEAR / LATETEST YEAR

/4/&/5 10_82sno

8. RECORD SERIES DESCRIPVION { Bilefly descibe the lypes of informatiorvdocumenis/torms tound in the Series

. Include the puipose or funclion of Ihe Sernes)

7. RECORD SERIES FORMAT(S)

q/@/

o Microlilm

8. RECORD SERIES SEQUENCE

9. VOLUME
/ £O—File Diawer(s)

Numbet

O Alphsbetical o Microlilm Reet (s) :
O Computer Tape (s) l
o legal Size o Computer Tape O Numerical a Othet (Specily) :
O Bound Book O Floppy Disk Mmzﬁ Numbet g
o Audo Tape 0 Video Yage D Geographical 10. ANNUAL ACCUMULATION ’
. O File Drawer (s)
) O Other {Specil D Microtilm Reel {s)
© Other (Speciy) (Speci) O Compulet Tape(s)
O Other (Specify)
Numbet
11, FILE I8 USED 12, FILE BECOMES INACTIVE AFTER
a Daily P Weekly G Monlhly O Month(s) o Yeals)

13, CURRENT LOCATION(S) Bidg., Floot, Room)

v Bedy. o,

B Yes

14, 15 RECORD SERIES DUPLICATED ELSEWHERE?

{it yes. specily agency or oflice)

)

o No

15. ACCESS RESTRICTIONS (I yes, cile law(s) & tegutation(s)

O Yes, D No

16. AUDIT REOUIREMENIS-

a None a Slale

5&{«:«&

O Independeni

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
. descibe any hardware/soflware)

0O Yes O No

18. RECOMMENDED RETENTION

w/ Mﬁ(m/ﬁwﬁ
)Y .73 7

Quphcies -

19. NAME ANWF PW

20. TELEPHONE NUMBER

21. DAIE /&/”o

0GS 350.4 (Ravised 10N




RECORDS INVENTORY -

- THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE OF
for each new or revised record series. C
WHT?
Frederick, Maryland 21701
1. Position 2. Division
SYP7- WATER +SEH/ER

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title WEE k/\(/ /o' M, R&lD S

5. Earliest Year/Latest Year

[FEL 10 SEFT

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

PKE VERNTIVE DBIWTENANCE RECOLDS DESCATB=VE
WHRAT MATVTENANCE HAS BEEN CIn A=) Avd BY

WHIm.
7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
% Letter Size O Microfilm OJAlphabetical X File Drawer(s)
0 Microfilm Reel(s)
O Legal Size CIComputer Tape INumerical (Z O Computer Tape(s)
Number 3 Other (specify)
O Bound Book O Floppy Disk NChronological 2
O Audio Tape 3 Video Tape OGeographical 10. Approximate Annual
Accumulation
3 Other (specify) 3 Other (specify) ) File Drawer(s)
0 Microfilm Reel(s)
3 Computer Tape(s)
Number [J Other (specify
11. File is Used 12. File Becomes Inactive After
ﬁDaily T Weekly OMonthly A}(/ﬁ O Month(s) I Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
If yes, specify agency or Office
EQuzp BULDING ~ OF Fre ez (Hyesspecilyagency )
0O Yes X No
15. Access Restrictions [ Yes F:No 16. Audit Requirements |
(If Yes, cite Law(s) & Regulations(s)
§¢None [State ([ Federal ([ Independent
17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software) S
O Yes ﬁNo guJin 5 Yfﬂﬂs,mmg,
19. Name and Title of Preparer 20. Telephone Number 21. Date
SYPT- Hilep précivs Ro/-699-/036 /- 19-99

10 /1o /40




REVISED RECORD SERIES.
SCHEOULE (OGS $50-1)

INSTRUGIIONS .- TYPE Ot PINT A SEPARATE FORM f OR EACH NEW
FONWARD WITH RECORDS RETENTION

DEFPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT GIVISION
7275 WATERLOO ROAD
P.O. BOX 27% - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page o !

— |

ENT/AGENCY

Ces s

Foeders

3 UNIT

+ DIVISION
:

Pex

)
DEFINITION - Recotds Serles - A group of telated recorde normolly fled snd used s s unit for referencs se

well a9 retention and dlsposition purposes. |

4. RECORD SERIES TITLE

8. EARLIEST YEAR [ LATETEST YEAR !

/@7_/{10&10

6. RECORD SERIES DESCRIPIION { Buiefly describe the lyp:é of Information/documents/iorms lound in the Series. Include the putpose or function of the Seres)

Folo Yy

M,A@QM@ Btn*-ﬁwfm) , W;';ﬁ)

WW Eqetimants ,A%W, Gttt f iy e osns 74 |
ﬂﬂ;()/x}/; ‘/I/J g Al .
1. ,HECORD SERIES FORMAT(SE) 8. RECORD SERIES SEQUENCE 8. VOLUME

a{eo_nawer(s)

eiter Size o Microlilm G Alphabetical 7 O Microlilm Reel (s)
O Computer Tape (s} |
o lepal Size o Computer Tape O Numerical Q Other (Specdy) !
O Bound Boch o Floppy Disk O Chronologicat Number !
i i 10. ANNUAL ACCUMULATION
hical .
O Audio Tape o Video Tape O Geogiaphica S Fle Diawet {2
: ' , O Microliim Reel (s)
- if
OOt (Specty) G Other (Specily) o Computer Tepeis)
O Other {Specily)
Number
1. FILE 1§ USED 12. FILE BECOMES INACTIVE AFTER
a Daty u Weekly a Monthly O Month(s) o]

Year(s)
Number

13. CURRENT LOCAHION(S) (Bid.. Floot, Room)

Nidw)

v B

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office}

g Ves K hons ~NR - oo
DA -

15. ACCESS RESTRICTIONS (i yes, cile law(s) 8 regulation(s)

o  Yes, a No

16. AUDIT REQUIREMENTS

o None State d/@ O independent

17. 1S AN INDEX SYSTEM USED? (Il yes, explain brielly and
. descrbe any hardware/sollware)

a Yes . a No

Screen annually. Destroy material having no& '

further fiscal, legal or operational value. Retain %
pernmanently any material that serves to

document the origin, development and
accomplishments of the departiment.  Transfer
periodically to the MD State Archives

18. RECOMMENDED RETENTION

19. NAME zD IEYLE EPARER

20, TELEPHONE NUMBER 21. DATE

|19/ o/s0

065 5504 [Naviserd 1193}




RECORDS INVENTORY -
- THE CITY OF FREDERICK '

Unstructions - Type or print a separate form Departinent of PAGE OF
for each new or revised record series. ' { Ofkgi —C(J .7 p

Frederick, Maryland 21701

’lf,’?zgl;w ﬂéfr_u {7W /f- 2. Division
ﬂoﬂam &Vfdlm#(, W ré Me r

IDEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

5‘ 'ﬁﬂﬂw«,‘ WM;@/ o A
Lowmp havtee Reports /174 ©© Pesed

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
clude the pumpose or function of the series.)

e‘oor*-daa b‘f each 519n1fienmt Tndastra/ Liser which du////wwrﬁmroa/
onmplriy datey i cqperts and fropun. cbewmabti .
Compllance Reyort ~ sent w/ Quantsdy Cepart

(7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
ﬁ Letter Size 0 Microfilm pAlphnbetical )ﬁFile Drawet(s)
O Microtilm Peel(s)
O Legal Size OComputer Tape O Numerical Z ) Computer Tape(s)
Number {3 Other (specify)
I Bound Book QO Floppy Disk OJChronological
O Audio Tape O Video Tape [OGeographical 10. Approximate Annual
Accumulation
O Other (specify) O Other (specify) ﬂ File Drawer(s)
O Microfilm Reel(s)
{ ¢© O Computer Tape(s)
umber 3 Other (specify
11. File is Used 12. File Becomes [nactive After

ODaily CI1Weekly ﬂMonthly é O Month(s) (x' Year(s)

13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
ﬂc{mma&mﬁm o) /a/7 At +he (If yes, specify agency or Office)
Wastewoder Teeadynid Plovt - 0 Yes o
15. Access Restrictions [ Yes No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
CJ None ﬂState O Federal 3 Independent

17. Is an Index System Used? 18. Recommended Retention Cer s A
(If yes, explain briefly and describe any hardware/software) m‘, 5 Y ﬂ'w&[ J&Lﬁff ) /&

O Yes No A Q//l‘“ﬂﬂ o W,.

X GB-faris=! , dhen J

19. Name and Title of Preparer 20. Telephone Number 21. Date

ggmfirmll /r:#mfmf 30l-6%-3779 7 / 19/ 79
Freguners Coordbuettt /0 // o /a0

cede®
ket o




RECORDS INVENTORY -

THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE OF
for each new or revised record series. i b.s - W ]
- ofr i
Frederick, Maryland 21701
1. Position - 2. Division

?fa;.».:: Gl wrado i Lafer ¢ Secwer

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year

Pucrtery Trdustae |
ﬂomp/(m:c{e, Records 7/ 90 Besent

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the series.)

ﬂc[uf-}nad 5km g Resc(ds - 7" insare. compliopea w, /Eoéra./uﬁ # & Locad
@uwd:g_yj P ;.ﬁ?or*L Petrectmet f-v‘uf'efml’ / e
I‘nspec fo0i ?'e,por — N“m(“.r, I+4 Are /4-,,,'- r,.//d’t«rb.t, ROMF £F Mﬂ.}
Bi- ompne) Enohstrial Hepor Were repurted in fhal Guadec.

P/MfEFﬁW*M’”I /2”-’#/7(5 - Nuibars 646 ore +he Htme s Nunbes 6*‘/
n"cﬂmd,‘ ﬂ'ﬁf'm Mw‘-_.. B‘arf— Ab”‘_
7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
ﬁ Letter Size O Microfilm ﬂAlphabetical File Drawer(s)
Microfilm Reel(s)
O Legal Size O Computer Tape O Numerical J 3 Computer Tape(s)
' Number ({3 Other (specify)
O Bound Book O Floppy Disk QChronological
O Audio Tape 0 Video Tape OGeographical 10. Approximate Annual
_ Accumulation
Q Other (specify) 3 Other (specify) ¢ File Drawer(s)
O Microfilm Reel(s)
_KIL O Computer Tape(s)
Number ([ Other (specify
11. File is Used 12. File Becomes Inactive After -
ODaily  CIWeekly JMonthly s O Month(s) d Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere?
Mmaaﬁ»ﬁan uvq ot (If yes, specify agency or Office)
He Westswakre Trafiriant O ves P
Phant
15. Access Restrictions [J Yes ﬁ-No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
C None ﬂState O Federal [ Independent

17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software) . o d W atl. Qu
O Yes X{No & yeoars
AL AL 4D e ,,,gg_\{g»& M,«_wﬂ)% .
19. Name and Title of Preparer 20. Telephone Number / 21.Date
//m Keapers BoH496-3975 p)19/%7

Zrckistriel fotsatiptt Fosnon Jolie/s




RECORDS INVENTORY -

~THE CITY OF FREDERICK
(nslruclian.r - Type or print a separate form . Department of PAGE CF
for each new or revised record series. g%z: f: 3%; wé;;ﬁ % .
Frederick, Maryland 21701

1. Positio 2. Division

IDEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year
Aracel Reprr ot Reorols L5 o Pt

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the series.)

& Pewssporfdr — Flogy USER 17 Sigm Femt plov Crpyolosces 13 pitbhshee

(DY s. - Patreatlucl B fortmtome Scroeit- 15 o omt P7ae
Coforton b Prog e -

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
#Lettcr Size 0 Microfilm ﬂAlphabetical ﬁFilc Drawer(s)
O Microfilm Reel(s)
O Legal Size CJComputer Tape OINumerical [J" O Computer Tape(s)
Number (3 Other (specify)
O Bound Book 0 Floppy Disk OChronological
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation
3 Other (specify) O Other (specify) #File Drawer(s)
O Microfilm Reel(s)
[8) 0O Computer Tape(s)
Number ([J Other (specify
11. File is Used 12. File Becomes Inactive After -
CIDaily O Weekly )ﬁmontmy C O Month(s) )é Year(s)
Current Locanon(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
i 111055 frafone 6{9 (If yes, specify agency or Office)

#* erf O Yes Kﬁo

a

15. Access Restrictions [ Yes No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s)
{3 None /&State O Federal ([ Independent

17. Is an Index System Used? . 18. Reclommended?nnon ’! W 7 f l)l

(If yes, eﬁam briefly and describe any hardware/software) fl
3 Yes No W?m.e”& Lead
2 bre0.. ol _Q.MAM‘?,
Kd Title of Preparer 20. Telephone Number 21. Date

- fesare
o eatnt  301-6%-797 w/5/%
,?fm aarozﬂﬁ, 2777 19 lin ! & /

-




INSTRUGCTIONS - TYPE OR PIItdT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCULDULE (OGS $50-1)

OEPARTMENTY OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECOROS INVENTORY

Page ot

Ciby of Freder:

DIVISION

3. UNIT

wﬁ,ﬂﬂm

DEFINITION - Recotds Sarles - A group of related recards normally fled snd used o1 o unit for reference ae

_ 4. RECORD SERIES mt.e/ .

woell as retention and dleposition purpoeas,

§. EARLIEST YEAR / LATETEST YEAR :

(0% 102800

€. RECORD SERIES DESCRIPTION [ Biiefly cescribe the types of informationvdocumentsfiorms found in the Series. Include the puipose of lunclion of the Senes)

Sl i, Fitloe Tocctin., EniFioiut, Quochese,
Copposr Jut fo ) Cadinghs Rhadh | (et Qouosdis

7. RECORD SERIES FQRMAT(E)

Numbet

8. RECORD SERIES SEQUENCE 9. VOLUME
9- File Drawer(s)
G/@et Size o Microfim o habelicat a Microfilm Reel (s)
0 Computer Tape (sl
O legal Size o Compuler 1ape 0 Numerical 0 Othet (Specily)
D Bound Book a Floppy Disk O Chionologicat Number
o Audo Tape O Video Tage D Geographical 10. ANNUAL ACCUMULATION
a File Orawer (s)
. icrofi 1 (s)
© Other (Spect O Other {Specil © Microfilm Reel
(Specty] (Speciy) o Compuler Tape(s)
O Other (Specily)
Number
1. FILE 16 UEED 12. FILE BECOMES INACTIVE AFTER
a Daily 7 Weekly 0 Monlhly

O Monlh(s) 0 Year(s)

13. CURRENT LOCAIION(S)_(Bldg,'Flom, Room)

-

4. 1S RECORD SERIES OUPLICATED ELSEWHERE? (If yes. specily agency or office}

13, NmzNDllllE F/PREPARER

o O Yes a{'

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulalion{s) 16, AUDIT REQUIREMENTS

a Yes, 0 No None o Stale O Federal a Independent
17. IS AN INDEX SYSTEM USED? (!f yes, explam briefly and 18. RECOMMENDED RETENTION .

tsse it Vo Potitats ~ R, 20 Y 4T Cirses .

O Yes ' D No A—m ' ﬂ ' & - Mr“m% . M WZKZ@

@70.‘. /“*‘]J— £ «
A, Tats L
20. TELEPHONE NUMBER 21. DATE

/9/;*0/&@

OGS 550.4 (Nevsed 1193}




s e mmemm o b o s ma——

IHSTRUCIIONS — TYI'E ON PNl A SEPARATE FORM FOR EACH NEW
AEVISED RECORD SERIES. FORWARD WITH RECORDS REIENIION
SOEDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72715 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page [s]]

pECR Eim;" f reders

DIVISION

3. UNIT

DEFINITION - Records Sarles - A gtoup of telated tecords noimally filed and used ss & unit for referance o

.4, RECARO S.ERIES TITLE

Everls

woll as tetention snd disposition purposes,

5. EARLIEST YEAR / LATETEST YEAR

19205 102400

€. RECORD SERIES DESCRIPUION ( Biiefly describe the types of Informationsdocumenisiiorms found in the Series. Include the puipose or function of the Senes)

ObsecptSe, bpade

7. RECORD SERIES FORMAT(S}

Numbet

8. RECORD SERIES SEQUENCE 9. VOLUME
File Diawet(s)
o-Celter Size a Microlitm Alphabetical V 7 o Microfilm Reel (s)
O Computer Tape (s}
O legal Size a Compuler Tape O Numerical 0 Other {Specdy)
0 Bound Book o Floppy Disk O Chronological Number
i o hicatl 10. ANNUAL ACCUMULATION
a Audio Tape 0 Video Tace Geographica o Fie Orawe (s)
; O Microtitm Ree! (s)
o Oth ecif
© Qtber (Speciy) e (5 r) o Computer Tapels)
O Other {Specify)
Numbet
11. FILE I5 USED 12. FILE BECOMES INACTIVE AFTER
D Daily p Weekly 0 Monthly O Month(s) o Yeas)

13. CURRENT LOCATION(S] (Bidg., Floor, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specily agency ot office)

O VYes

eTo

15. ACCESS RESTRICTIONS (If yes, cile taw(s) & regulatian(s)

O Yes, 0o No

»

16. AUDIT REQUIREMENTS

D/None

o State o

17. IS AN tNDEX SYSTEM USED? (Il yes, explain briefly and
desaibe any hardware/sollware)

uYes' o No

18. RECOMMENDED RETENTION

Screen annually. Destroy material having né
further fiscal, legal or operational value. Retair

Federal O Independent

it ———t

permanently any material that serves to
/ document the origin, development and
accomplishments of the department. Transfer

15. NAME TIILE EPARER

20.

o

TELEPHONE NUMBER

periodically to the MD State Archives

21. DATE

/@//0/1»—0

OGS 550.4 {Revised 11ON




NS{AUGIIONS - TYPPE ON PIUNT A SEPARATE FORM FOR EACH NEW
REVISED NECORD SERIES. FORWARD WITH RECORDS RETENHION
SOILOME (OGS $50-1)

DEPARTMENTY OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7219 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 2079¢ Page

ot

eigxﬁ%‘“ﬁﬂu f' . ';&wsmu - | 3. UNIT

DEFINITION - Recorde Settes - A group of taleted tacotds normally led snd uaed a9 & unit for reference as

well as retention and dleposiBion purposas,

_ 4. RECORD SERIES TITLE

Vheilony Wenutes

$. EARLIEST YEAR / LATETEST YEAR ‘

9V 2 10 R pud

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/decuments/iorms found in the Series. Include the purpose or funclion of the Senes)

T. RECORD SERIES FORMAT({S)

eller Size 0 Microlim
T Llegal Size o Computer Tape
O Bound Book o Fioppy Disk
a Audio Tape 0 Video Tage

O Other {Specdy)

8. RECORD SERIES SEQUENCE 9. VOLUME

W/Alp/habelica! 1/14

mocawel(s]

0 Microfilm Ree! (s)
O Comopulet Tape (si

O Nuymerical O Othet (Specily)
O Chronological Number
O Geographical 10. ANNUAL ACCUMULATION

O Other (Specily)

O File Drawer (s)
O Microlilm Reel (s)
o Computer Tape(s)
a Other (Specily)

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daiy P Weekly O Monlhly O  Monlh(s) O Yeai(s)

Number
13. CURRENT LOCATION(S) (Bldg., flool. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency of office}
- o Yes e o M «

15. ACCESS RESTRICTIONS (il yes, cile law(s) & regulation{s) 16. AUDIT REQUIREMENTS

a Yes, O No None o State O Fedeal O  Independent
17. IS AN INDEX SYSTEM USED? (Il yes, explain briefty and 18. RECOMMENDED RETENTION )

descrioe any hardwarelsollware) (e M"‘} -

: Pusze 3V
a Yes o No
20. TELEPHONE NUMBER 21. DATE

/O//@/é—o

0GS 550.4 Newsed 197




NSIRUCTIONS .- TYPE OR PIUNT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECC "IVENTORY ’
REVISED NECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCUEDWLE (OGS 550-1) 7275 WATERLOD ROAD '
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page _____ ——— !
——— . ‘-*'_-[
DIVISION 3. UNIT

1.0 %ﬂnmcwéq f' l

DEFINITION - Records Setles « A group of relsted tecords normelly fled and uveod ss & =

"ot 1efetence »% well a9 retention and dlsposition puvﬁou'.

4. RECORD SERIES TLE ) 5. EARLIEST YEAR / LATETEST YEAR i
. Y- 9"% / W / ,47’(’?002&0-0 ‘_

€. RECORD SERIES DESCRIPTION { Biiefly descubo the types of informationvaocuments/iorms found in the Series

. Include the puipose or funclion of the Senes)

ey A e e e

|
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE $. VOLUME :
) &-Fie Drawer(s)
d/@m Size a Microfilm O Alphabetical O Microfim Reel (s}
O Compuler Tape (s)
O Legal Size ‘@ Computer lape 0 Numerical 0 Other {Specdy)
O Bound Bock o Floppy Disk 0O Chionological : Number
o Video Tape O Geographical 10. ANNUAL ACCUMULATION
o Audo lape. l ° e Q File Orawer (s)
0 Other {Specty) O Other (Specily) D Micioliim Reel {s)

O Compuler Yape(s)
O Other (Specifyy _______

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily n Weekly 0 Monthly | O Month(s) a  Yeals)
Number
13. CURREN1T LOCATION(S) (Bidg., .Flool. Rooin) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specily agency or office)

" & Yes /’A')ﬁ‘]&_; VW@WM . 8 No

15. ACCESS RESTRICTIONS (If yes, cile faw(s) & regulation(s) 16. AUDIT REQUIREMENTS

O Yes, D No D(one 0 Siale o Federal

O Independent

17. 1S AN INDEX SYSTEM USED? (I yes. explain briefly and

2 18. RECOMMENDED RETENTION
. descrbe any hatdwarelsoliware) § / W jﬂw % 'O M Wl Y~
o Yes__ O No M&dﬂ“}w /LQZZJ,W IY bn - &d‘f) hen CL‘J""H

19. KAfAE ANB TITLE OF PARER 20. TELEPHONE NUMBER . 21. DATE
/Z}Z - | | 10 / /o / 7

DGS $50.8 {Revised 1193}




RECORDS INVENTORY -

.~ THE CITY OF FREDERICK
tlummx‘an: - Type or print a separate form Igcpartment of PAGE OF ‘
for each new or revised record series. /A Q,‘ief‘ Tr < a‘/ 27 it .
o430 Plast KL
Frederick, Maryland 21701
1. Position 2. Division

St of eeter Trasbuei® L Dtar- S eenr

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.
4. Record Series Title S. Earliest Year/Latest Year

SVandak Qam,(ﬂww/ /ﬂmwﬂws , to/p“ep(

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.

nclude the purpose or function of the series.) , a
4,
_4/1,/ o Te. 7{”0 celdires

500 ofsr Qarslens, Sty L
ad

0l ey s o/ Saut€.

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
Q Letter Size O Microfiim JAlphabetical 3 File Drawer(s)
I Microfilm Reel(s)
3 kegal Size OComputer Tape ONumerical ‘ / g, Computer Tape(s)
J Number d Other (specify)
Bound Book 3 Floppy Disk CIChronological Look
QO Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation
O Other (specify) Q Other (specify) 3 File Drawer(s)
Y/ O Microfilm Reel(s)
S lQ/‘é’- ) / Z o gomputer Tape(s)
Number Other (specify
O oy
11. File is Used 12. File Becomes [nactive After
Daly  OWeekly OMonthly ) H O Month(s) O Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
N ~ If yes, specify agency gr Office)
KI Qanare ] TP J (If yes, sp &9/@/4,‘?0/\() °) oot
Sc\lp“/ © 2{ AN Yes Z"“S’ F.C. Msy. ONo
L
15. Access Restrictions (3 Yes (¥ No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s) J
None ([JState O Federal (O [ndependent

17. Is an Index System Used? 18. Recommended Retentionjdofg.. o —
(If yes, ex;)ﬁa briefly and describe any hardware/software) "/ o sile &
Q3 Yes N

19. Name and Title of Preparer 20. Telephone Number 21. Date

”\_'),//mm La 441 (39,)ég¢(_(7 5‘( /I/Z?/Q?

° —- o pmppucscisd

—

Sufle wp _J0fo/asd




RECORDS INVENTORY -

- THE CITY OF FREDERICK
trutmcu‘on: - Type or print a separate form ' ?cpartmcnt of PAGE OF ‘
lor each new or revised record series. A ’b‘{ef‘ T; Q a‘/ ¢ 'ﬂ" :
eH3e Plant KU
Frederick, Maryland 21701
1. Position 2. Division

_S,(fgl‘ 2 Z/Jw‘/é/ //;ez et &\5@‘1&/- S st

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

1. Record Series Txtle - 5. Earliest Year/Latest Year
/1{ ol les

awlenaned /4[/0/5 ' o \//’(5648(
v /

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the series.)

({Z@g / /C/a””“’ts (I’@ W0§ 9‘1 Vl/[am,{éot@ﬂ.oe @4g

é 5 e / ¢ €i‘/
770rd Series Format(s) 8. Record Series Filing Sequence 9. Volume
Letter Size a Microfilm E/Alphabezical E{ File Drawer(s)
Q Microfilm Reel(s)
3 Legal Size QComputer Tape CINumerical s . / O, Computer Tape(s)
Number @ Other (specify)
O Bound Book O Floppy Disk OChronological . ﬁazﬂ/wtc,
O Audio Tape O Video Tape QOGeographical 10. Approximate Annual
Accumul?n
O Other (specify) Q Other (specify) File Drawer(s)

; - Mi 1(s)
/// O Microfilm Reel

@, Computer Tape(s)

(o /uf(d/ /lorﬂrl Ve
Number Other (specify

. /’_a/ﬂdlﬂl
11. File/is Used 12. File Becomes Inactive After
7
%:ly OWeekly OMonthly %!/[ 4 O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
—’p (If yes, specify agency or Office)
Z (ucausre w7 &/
7] ,,,:,C LHdet &P @%“— Q Yes No

15. Access Restrictions (3 Yes G2 No 16. Audit Requirements

Yes, cite Law(s) & Regulations(s)
“ " None (JState [J Federal (O Independent

17. Is an Index System Used? 18. Recommended Retention [ .
(If yes, eprPif briefly and describe any hardware/software)
Q Yes @ No ’5%7{_%@‘ Lo
ﬁl az AIALM
19. Name and Trde of Preparer 20. Telephone Number 21. Date

78] o L (39) (94-(15¢ z//z?/f?

5«/‘/‘ ")/ﬁ l@/to/w




RECORDS INVENTORY -
-~ THE CITY OF FREDERICK

Unsiructions - Type or print a separate form lgcpartment of PAGE OF ‘
for each new or revised record series. /A ({,49{‘ 77 [ Ct.q (e €4+ :
A3 Plast KL/
Frederick, Maryland 21701
1. Position 2. Division

5,‘7}V i a*\f bJW(&/ 7;@1}(% m—(\ o\ﬁd&/ - S e ua

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
. {wel] as retention and disposition purposes. '
4. Record Senes Title 5. Earliest Year/Latest Year

/'%94@6&(7 O%déf o /m,w-;f

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
&ncludc the purpose or function of the series.)

. [(ps /A 2 ,((q,mwtj C{o 67 u,bfﬂtéfnl %LL%JQ Ox‘i Yo /4/[04016(7
-
WTY,
7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
GZener Size O Microfilm Alphabetical ) JFilc Drawer(s)
g Microfilm Reei(s)
O Legal Size QComputer Tape QNumerical o ] [ O Computer Tape(s)
Number (3 Other (specify)
O Bound Book 3 Floppy Disk QChronological
O Audio Tape QO Video Tape OGeographical 10. Approximate Annual
Accumul?m
3 Other (specify) 0 Other (specify) File Drawer(s)

O Microfilm Reel(s)

/
/Z{ O Computer Tape(s)
Number (3 Other (specify

11. File is Used 12. File Bobomes [oactive ARer
ODaily  OWeekly @K«onmly U ’4 O Month(s) O Year(s)

13. C}.\}?:nt Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
g

(If yes, specify agency or Office)

10 ea¢7 W TP a/
S - @"(‘\{cé / Q Yes Mo
15. Access Reftrictions 3 Yes & No 16. Audjt Requirements
(If Yes, cite Law(s) & Regulations(s) EZ: e OSme O Federal O Independens
17. Is an Index System Used? _ 18. Recommended P:ctenrion(f ‘ .
c(jlf Yy: chﬁN:; briefly and describe any hardware/software) . ‘34 // JW

19. Name and Title of Preparer 20. Telephone Number 21. Date

()l L len 3ol ¢ 3d-15Y 11[29(39
Sepl- TP ( _plin fed




RECORDS INVENTORY -

- THE CITY OF FREDERICK
Unstructions - Type or print a separate form epartment of PAGE OF ‘
for each new or revised record series. /A Q,‘{éf T; Q QC/ e 4+ :
e3¢ Plant L
Frederick, Maryland 21701
1. Position 2. Division

‘S"IN‘ o (Jasles Treadomest )a¥er- S ecns

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes. '

4. Record Sertes Title - S. Earliest Year/Latest Year
5(46 5 ﬂw7 l\% 495 _ A
Z ZQ Z ) é 2rEC

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the segies.)

(\{&Vﬁ Q(\/ Au?@qs , (7[)/“16"/.5 ) ﬁu%g({s, ?wo(ﬁﬂsl @(Yc,J'

7. Record Series Format(s) 8. Recoprd Series Filing Sequence 9. Volume
Letter Size G Microfilm Jphabetical Ac Drawer(s)

O Microfilm Reel(s)

0 Legal Size QComputer Tape ONumerical s , (  Computer Tape(s)
Number Q Other (specify)

O Bound Book 3 Floppy Disk OChronological
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulatign
O Other (specify) O Other (specify) File Drawer(s)
/ O Microfilm Reel(s)
1© O Computer Tape(s)
Number (3 Other (specify
11. File s Used 12. File Becomes Inactive After
{!éa:ly D) Weekly OMonthly /U / /( 0O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

Z Lo Q@ “‘)7’/ (If yes, specify agency or Office)

5«/(}/ @'(“é;@ , O Yes (!Ao

15. Access Restrictions (3 Yes @ No 16. ‘?it Requirements

(If Yes, cite Law(s) & Regulations(s)
None ([JStte O Federal (O Independent

17. Is an Index System Used? 18. Recommended Retention
(If yes, expldin briefly and describe any hardware/software) ° 3 >/
O Yes & No W

19. Name and Title of Preparer 20. Telephone Number 21. Date

S leane Lakea 0] 94175 ([29/s
,5“/‘/' ATP &) m';//z& n-g?




RECORDS INVENTORY -
- THE CITY OF FREDERICK

nstructions - Type or print a separate form %cpamnent of PAGE OF
for each new or revised record series. A Q,‘(ef 7—! Q a‘/ e 4+ :
A3 Plast KU
Frederick, Maryland 21701
1. Position 2. Division

Sule + Wadler Treadmeit t)aYer- Sewrr

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes. '

4. Record Series Title - 5. Earliest Year/Latest Year
o Lo

/IMS enpre.

P
/930 10 fresoad
!

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the serjes.)

(\{{(ws dyc/“’“"fj CY@ E%W/ma«f( G&a—noQ 09/ ¢<Q~
Luts&.a. [A)7'D ’

[7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
J:ncr Size O Microfilm Alphabetical File Drawer(s)
3{( Q Microfilm Reel(s)
O Legal Size QComputer Tape O Numerical 3 Computer Tape(s)
Number (3 Other (specify)
O Bound Book 3 Floppy Disk OChronological
O AudioTape [ Video Tape OGeographical 10. Approximate Annual
Accumulz;:i/n
O Other (specify) Q) Other (specify) File Drawer(s)
/ . O Microfilm Reel(s)
03 Computer Tape(s)
Number (3 Other (specify
11. File is Used 12. File Becomes Inactive After
QDaily %eekly ClMonthly A ZW O Moath(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

S u /,‘f @.{qﬂ e (If yes, specify agency or Office)
Loiwsangra LDgP Q Yes o

15. Access Restrictions (J Yes (& No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s)

None QSwte O Fed.c/ral O Independent

5 {
17. Is an Index System Used? 18. Recommended Retention W \ % -
W 7 5 2/

(If yes, explain briefly and describe any hardware/software)

O Yes & No ale, ¢ QEE\ v‘

19. Name and Tite of lZeparcr 20. Telephone Number 21. Date
/\.)’rs//(m:; L‘zd‘i_p (’50/ ACE (73'-‘/ /1/2?, 29
v f ' [Df10 [ e




RECORDS INVENTORY .

- THE CITY OF FREDERICK
Unstructions - Type or print a separate form epartment of PAGE OF
for each new or revised record series. N Q,({e F 770 QC/ me rt+ : :
A3 Plast KU
Frederick, Maryland 21701
1. Position . 2. Division

.S«fw- ?'\/ b\)w‘f&/ ?m«'me»p+ 0\_’)%‘{&/‘ S eeoer

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.
K. Record Series Title QSO 0( @(Y? : 5. Earliest Year/Latest Year

900" 5 1o /ﬂ/‘%éﬂ

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

! eflarng Yo (ssues [/ Coudlndld | ;
(};“(: /fz”‘“% §N02¢ﬁm gdﬁ% ésifse S (

7. Record Series Format(s) 8. Record Series Filing Sequence- 9. Volume
Qé.cncr Size O Microfilm %phabetical 3 File Drawer(s)
/ 3 Microfilm Reel(s)
O Legal Size QComputer Tape O Numerical ’ ‘/ 3 Computer Tape(s)
Number (3 Other (specify)
Q Bound Book O Floppy Disk OChronological
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation
Q Other (specify) O Other (specify) {3 File Drawer(s)
/ O Microfilm Reel(s)
Z Q Computer Tape(s)
Number (3 Other (specify
11. File is Used 12. File Becomes Inactive After
CQDaily O Weekly OMonthly ﬁék neefof) U/ ﬂ O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere?

N (If yes, specify agency or Office)
[,mjaeaxe A
Sdﬂ({ @M¢é y Q Yes E”GO
15. Access Restrictions [J Yes (& No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s)

denenden
None O Stategece) mm””y l)cslpoy matenal having not

further fiscal, legal or operational value. Retain
17. gfa;;m:::; S) st;?e t(:llyscadn"d describe any hardwarelsofware) 18. Recommended Rete permanently any material that serves to
x W document the origin, development and
O Yes & No accomplislunm]ls ol the department. Transfer
periodically to the MD State Archives

19. Name and Title of Preparer 20. Telephone Number

PO M Lolew 25d) ¢y~ (1SY 29 CZ?
535"‘{- WTP ( &> o 64//;9 /13




RECORDS INVENTORY -

- THE CITY OF FREDERICK
nsiructions - Type or print a separate form Department of PAGE OF
for each new or revised record series. /A )q,({éf' 77‘ Q aq (13 4+ . :
©A30 Plal RD.
Frederick, Maryland 21701
1. Position . _ 2. Division
St o el Tl (e Secnr
s

DEFINITION - RECORD SERIES - A group of related records ng y filed and used as a unit for reference as
well as retention and disposition purposes. '
4. Record Series Title 5. Earliest Year/Latest Year

g. ﬂ/@aa G %‘/‘05 ' “z to ffw&/f

6. Record Series Description (Briefly describe the fpes of information/documents/forms found in the series.
nclude the purpose or function of the series.)

4 /@S .Q/ f/alll'j o pgé(/[\@/kgl'( Fg AM.S Cree t

sése/t/o:d [ uscdrosa ./fécéu/w,rg
7. Record Series Format(s) 8. Rcc rd Series Filing Sequence 9. Volume
Letter Size O Microfilm phabeucnl File Drawer(s)
(/ & Microfilm Reel(s)
O Legal Size O Computer Tap. O Numerical L( 3 Computer Tape(s)
Number (3 Other (specify)
O Bound Book Q Floppy Dis QChronological
CJ Audio Tape O Video Tafe QO Geographical 10. Approximate Angpual
Accumulyﬁ
O Other (specify) {3 Other (specify) File Drawer(s)
// . O Microfilm Reel(s)
O Computer Tape(s)

Number (] Other (specify

11. File is Used 12. File Becomes Inactive After .
CDaily eekly Jdonthly 4(7/[ /V O Month(s) O Year(s)

13. Current Locatjon(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
1a Saaf; &J’P (If yes, specify agency or Office) g{
5 / “ o / O Yes o
15. Access ctions [ Yes @No 16. Audit Requirements
(If Yes, cu?f.naW(s) & Regulations(s) e mome o Fedenl O independen

O Yes ()a, da@‘(\eﬂ
19. Name d Title of Preparer 20. Telephone Number 21. Date

O liow, Lo b 20() G- (15 11/29/99
/\3’/ Sl Wif (59 m//é/uo

17. Is an [ndex{System Used? 18. Recommended Retention
(If yes, ex bneﬂy and describe any hardware/software) :




RECORDS INVENTORY T

- THE CITY OF FREDERICK
nstructions - Type or print a separate form Department of PAGE’ OF
or each new or revised record series. I )’bqlé . 7—r <Q a‘/ 13 rt+ :
eH3(e Plant KV
Frederick, Maryland 21701
1. Position . 2. Division

54fq~ 2 '\f b\)w‘!{é/ //;ea.‘{m e»i'(‘ &\SQ/Y&/ _ S ot

[DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.
K. Record Series Title 5. Earliest Year/Latest Year

0/0@/@/044/ Keco/fs /\/(/\)M(Q(/ﬂ‘ua’ /fﬁf/ toéwé%.;/

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

@v,m, Uftﬂ/ recordls and m% o A)QAZ@/_ QQ¢/;S¢7

 Yeitly ) Gluidsdy | O ntlly
e Tee Yacloment |, Tty

7. Record Series F ormat(ﬁs) Y 8. Record Series Filing Sequence- 9. Volume
@{cncr Size 3 Microfilm aAphabezical tz( File Drawer(s)
3/ O Microfilm Reel(s)
O Legal Size QOComputer Tape QO Numerical ’ ! O Computer Tape(s)
Nu O Other (specify)
O Bound Book O Floppy Disk QChronological
O Audio Tape O Video Tape O Geographical 10. Approximate Annual
Accumul;?o
O Other (specify) O Other (specify) File Drawer(s)

[ I Microfilm Reel(s)
/19 o Computer Tape(s)
Number (3 Other (specify

11. File is Used 12. File Becomes Inactive After

gDaily %eekly OMonthly 4(1/2 4 0 Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Z (u yaue e TP (If yes, specify agency or Office)
5.,704 @\‘(\(tdc, Q/Yes :ﬁf“) ] No
Vi
15. Access Restrictions (] Yes & No 16. Audit Requirements -
(If Yes, cite Law(s) & Regulations(s) a
%one 7 Nétate O Federal (1 Independent
17. Is an Index System Used? 18. Recommended Retention [tz % sy a,.d Mu
(If yes, expidin briefly and describe any hardware/software) QUL Buditd At mely
0 Yes &No Eéé;;;éééﬁm j»
19. Name and Title of Preparer 20. Telephone Number 21, Date W?:

W illan Ll (20)654-15¢ fw/ 9




RECORDS INVENTORY -
THE CITY OF FREDERICK

Instructions - Type or print a separate form Department of PAGE _ / OF__/ |
for each new or revised record series. /A Q,‘{ef‘ 7—7‘0 Ct,cl' e w+ g :
GH3le Plast KU
Frederick, Maryland 21701
1. Position 2. Division

Saf - e‘\/ b\)wq{e/ //;@/ ‘“e"'+ 0\_()0_/¥&/—- S ewrer

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.
. Record Series Title 5. Earliest Year/Latest Year

/@/60 vtﬂ-e/ \%/@5 to lp/\ejeﬂc

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

e

Tulo  on  ocach em,a/0<7 23 1

; 3
/@ame /‘eiaes‘)@, gqgr‘/c(%fa LSy f({(‘

54// Vzcé-/7 actcon 5,

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
4 Letter Size O Microfiim J«lphabctical dFilc Drawer(s)
O Microfilm Reel(s)
3 Legal Size QComputer Tape ONumerical / O Computer Tape(s)
Number (O Other (specify)
O Bound Book O Floppy Disk OChronological
3 Audio Tape Q Video Tape CIGeographical 10. Approximate Annual
Accumul?on
03 Other (specify) O Other (specify) File Drawer(s)
/ O Microfilm Reel(s)
[/ © O Computer Tape(s)
Number (O Other (specify
11. File is Used 12, File Becomes [nactive After
QODaily JWeekly CMonthly - O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or Office)

v S / mff
foeg o Lagteet Pt 00" o

0l

15. Access Restrictions @ Yes ] No 16. iyt Requirements

(If Yes, cite Law(s) & Regulations(s

ri 5‘;@7 * 2 1L None (JState [J Federal (3 Independent

17. Is an Index System Used? 18. Recommended Retention < :

(If yes, explain briefly and describe any hardware/software) . “tlnled z?ﬂwiﬂfd

O Yes & No Z A T3 Cidhmmns Lyt
19. Name and Title of Preparer 20. Telephone Number  / i/ 21. Date 9

Gl TS / 2@/ 9
P clhas b (z01)6? /”

Supl- Wik 10/io /e




RECORDS INVENTORY T -
THE CITY OF FREDERICK

tmlrucﬂ'ou - Type or print a separate form ) Deparment Of ) PAGE_#4 _OF_ /0 |
lor each new or revised record series. ’ M avé (/7] (! é[ A B '
T4 S ~ Gas fowe Flko
Frederick, Maryland 21701
1. Position 2. Division
C’//7( 1 ST D7t = (o Aer éawf/

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.
4. Record Series Title _ 5. Earliest Year/Latest Year

4@74/,‘//57764?7 vE — EWMD Z<77/6 /@CE’P“/Q:’S a0l faﬁﬂ /P70 to pLBanT”

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the series.)

/”ﬂéwé&m—ﬂ 4574 rove e S yuclocting sesorT plats

C/zemch / Feene flogns, £, £ JA
) m(»7e,v /[«/a.a(a env s ey
avaZ'( (b T /
[7. Record Series Formai(s) 8. Record Series Filing Sequence- 9. Volume
@ Cener Size a Microfiim Iphabetical O File Drawex(s)
Q Microfilm Reel(s)
Q Legal Size QComputer Tape O Numerical < 5 3 Computer Tape(s)
Number (§-Other (specify)
O Bound Book O Floppy Disk CiChronological /(/Mé 4 é:
O3 Audio Tape Q Video Tape OGeographical 10. Approximate Annual
Accumulation
Q Other (specify) {3 Other (specify) O File Drawer(s)
/ O Microfilm Reel(s)
# 0 Computer Tape(s)

Number 3 Other (specify

11, File is Used 12, File Becomes Inactive After
UDm/ly OWeekly OMonthly ///A— O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
W TP - ’ (If yes, specify agency or Office)
Ay yw . XL —Atrw L5 Recht 5@”‘ ;;gé{ O Yes m
15. Access Restrictions (3 Yes &No 16. Audit Requirements

(Uf Yes, cite Law(s) & Regulations(s) ,
O None mfﬁc z(/F eder:;l 0 Independent

17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software)

ey toc domonice.
Q Yes &N BT Yl coppld it +) 1Oasecoctot

19. Name and Title of Preparer 20. Telephone Number 21. Date
Do ep Seef) B/t 173 29 MOV (777
/D// o/oo




RECORDS INVENTORY -

THE CITY OF FREDERICK
Unsiructions - Type or print a separate form Deparmment of PAGE 7 __OF V4%
for each new or revised record series. 7y 74/ (ﬁ/a/i 74 . ) '
IS Laas  Sfhouse ke
Frederick, Maryland 21701
1. Position 2. Division
CETYCHantisy DAL — Lo for Ag’ewar

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as

fwell as retention and disposition purposes.
k4. Record Series Title . 5. Earliest Year/Latest Year

/46/m//V/5776777Vf — Keterewce [Fess /958 o presenT
7

- Record Series Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the series.)
Drikinte pfadtr Chemicadls pprocesses, Sthorage Aanhs ) 0/’9"70‘ ) 7%5%/7/6”%'(-5.
Quct 0t MISC. . PRt rene’ Sy Zarfe .

7. Record Series Format(s) 8. Record Series Filing Sequence: 9. Volume
a’Lcﬁr Size QO Microfilm CAlphabetical @& File Drawer(s)
3 Microfilm Reel(s)
O Legal Size QO Computer Tape ONumerical _Z__ Q Computer Tape(s)
Number (3 Other (specify)
Q Bound Book O Floppy Disk CIChronological
O Audio Tape QO Video Tape OGeographical 10. Approximate Annual
’ Accumulation
0 Other (specify) 0 Other (specify) File Drawen(s)
O Microfilm Reel(s)
0.2 O Computer Tape(s)
Number (1 Other (specify
11. File is Used 12. File Becomes Inactive After
QDaily QWeekly onthly L O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
If yes, specify agency or Office
ﬂaq//u/’ﬂ;k{ Clontr- O e — 4 (If yes, specify agency )
d 9 - Cabywe7C. O Yes B/NO/
15. Access Restrictions [ Yes &No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s) )
BNone O State {J Federal [ Independent

17. Is an Index System Used? 18. ‘Recommcnded Retention
(If yes, explain briefly and describe any hardware/software) 4 *J a7 I2A Ao
OYes @0 QM AT o daleds o 2uppivcedd,
19. Name and Title of Preparer 20. Telephone Number 2¢. Date

Dangiel Soaf : , o /2
C’/7 (‘/yp//.sf' S/ e 73 0’?/‘/ 77

)OO faa




RECORDS INVENTORY .
THE CITY OF FREDERICK

Instructions - Type or print a separate form Department of _ PAGE _/0 OF _/D
for each new or revised record series. / 4z r,é/ ﬁ va [/.,Z/ ( 522/ > B '
TIS_fas JHorde [Fle
Frederick, Maryland 21701
1. Position 2. Division
o7 7 < HEMIST PPN —( fater / Sewer”

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

%W/L/ '4""“’”0’\/& Z"""/f‘fé@’g/f —L. \//"f}’ /777 to /ﬂﬂ',se»'?”

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the series.)

4”7/’“74” Spread shel Fls ot w77 gperational 74"’4?%@4/@:/(%.
ﬁ\(/u@(p_c 0/@@14-/ and Ai;fﬂd/&a/ &?/d:// a/aﬁ C;iﬁf//d/”w

MM//A /zyo// Somay. vd copres i /m/ PR frles.
(jze /7/ )
7. Record Series Forma(s) 8. Record Series Filing Sequence- 9. Volume
3 Lener Size O Microfilm CAlphabetical O File Drawer(s)
O Microfilm Reei(s)
0 Legai Size C)Computer Tape QO Numerical _‘£___ 03 Computer Tape(s)
ch/ Number &Y Other (specify)
Q Bound Book @’{oppy Disk hronological 3.5 “ofiskettes
O Audio Tape {3 Video Tape QOGeographical 10. Approximate Annual
Accumulation
Q Other (specify) 3 Other (specify) 3 File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)

Number  @-Other (specify
3.5 distee ##5

11. File is Used 12. File Becomes Inactive After
aily OWeekly OMoathly 10 O Month(s) EB/Q(S)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
T (If yes, specify agency or Office)
At Bk~ Lnes e - fg%;{gé e e
15. Access Restricions [ Yes & No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
O None O State [ Federal (3 Independent

/

1
3

17. Is an Index System Used? 18. Recommended Retention .
(If yes, explain briefly and describe any hardware/software) _ L{ Grnd 1idph ALL Ceengl
O Yes o M Y 5 L
19. -NDame and T_i;: of Preparer 20. Telephone Number 21. Date
nuie | Seaf . ; V. )Pz
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RECORDS INVENTORY T
THE CITY OF FREDERICK

nstructions - Type or print a separate form
for each new or revised record series.

Department of

ltrere Cuvitoy
&5 S fHhdls LPrie

PAGE_* _OF _/0

Frederick, Maryland 21701
1. Position 2. Division
T CHERl (ST D = L SaTEE /‘ga/gé

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.
4. Record Series Title

4DM/MfS7Z/ﬂ7!/£ w% éui/Mﬁf//ﬁfge),QDS/ﬁ\/D 1065

S. Earliest Year/Latest Year

/758 to

) s e/ 7]

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

/ Zma/ OZLZLL(/M.«;L/(S

Zacluoles Q.. 2 latk
Abo may el mise . wr A”-e?‘

ra.7{a/*/ /Vld«;(o.[f a/a/‘f‘u/%d /V[a/A//(NMq aj/‘w"/éw

744(5 Crenrertl 00 use.

oW Sliye = 7oxc<rry Tesrrag |

7. Record Series Format(s) 8. Record Series Filing Sequence- 9. Volume
ﬂcr Size O Microfilm Iphabetical g File Drawer(s)
O Microfilm Reel(s)
3 Legal Size QComputer Tape O Numerical 0.5 3 Computer Tape(s)
Number (O Other (specify)
O Bound Book Q Floppy Disk OChronological
O Audio Tape Q Video Tape O Geographical 10. Approximate Annual
Accumulation
O Other (specify) O3 Other (specify) @ File Drawer(s)
O Microfilm Reei(s)
<o/ 7 Computer Tape(s)
Number {3 Other (specify
11. File is Used 12, File ?ecomes Inactive After
ODaily O Weekly mey __'4_ O Month(s) O Year(s)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or Office)

13. Current Locaton(s)
hwTE
Arntirr. Bedéc —Miyns (s AﬂEA — ﬁ‘é’ %&/{r‘

(Bldg., Floor, Room)

oo

3 Yes

15. Access Restrictions [ Yes ZrNo
(If Yes, cite Law(s) & Regulations(s)

16. Audit Requirements

E’Nﬁ— O State

18. Recommended Retention

O] Federal (3 Independent

17. Is an Index System Used?
(If yes, explain briefly and describe any hardware/software)

O Yes 2rNo W(u,u %’V/J‘ %“1&‘ ‘W’W d{yé
19. Name and Title of Preparer 20. Telephone Number ~ 21.Date
Daecre [ Sacf ol -bvd—pynz K N, /779
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RECORDS INVYENTORY .

THE CITY OF FREDERICK
nsiructions - Type or print a separate form Department of PAGE Q oF_/O
tor each new or revised record series. [ 741/ a4 al Ly . ‘
K4S Gos fhouk LA
Frederick, Maryland 21701
1. Positon 2. Division

Crry Coennsr™ TP — Ul ey

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
rwvell as retention and disposition purposes.
. Record Series Title 5. Earliest Year/Latest Year

DRINKING QBTEL FZo60r (orrsFrcmyror’ AE coeDS

/755 to W

. Record Senies Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the series.)

Z4B Zré;mmtce Foodia o Fosults ot jetotect ;a1 .
L4 fos/«rw,u Poports  amol yolohd oA
/o,-ard:/amar’m s lafeod 74 (o b Corts Heah o,
Zneboles /esﬁz/‘o(z a//ééa)%w //?rar\ 05 yelatd 7o D é’-é“e@”&’f )

Cers

7. Record Series Formai(s) 8. Record Series Filing Sequence 9. Volume
& Certer Size Q Microfilm @A/lphabc(ical m Drawer(s)
O Microfilm Reel(s)

Q Legal Size QComputer Tape CINumerical / Q@ Computer Tape(s)
Number (J Other (specify)

QO Bound Book Q Floppy Disk G Chronological
O Audio Tape O Video Tape OJGeographical 10. Approximate Annual
Accumulaton
Q3 Other (specify) 3 Other (specify) @y File Drawer(s)
O Microfilm Reel(s)
42‘ / Q Computer Tape(s)
Number (3 Other (spesify
11. File is Used 12. File Becomes [nactive After
ODaily OWeekly onthly /0. QO Month(s) & Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14, [s Record Series Duplicated Elsewhere?
w7 = (If yes, specify ageacy or Office)
A i Bty — 57 c Avea — L7
At 1 7 CAomiesr Mcc/ff CrbrrerD OYes — o
15. Access Restricions [ Yes @No ' 16. Audit Requirements N

(If Yes, cite Law(s) & Regulations(s)
@one O Sate O Federal (3 Independent

17. Is an Index System Used? 18. Recommended Retention . .
(If yes, explain briefly and describe any hardware/software) 59y < LY a8l Oren LR UE -
O Yes &FNo %L‘[ ' / ; o . _
] ; D &.Lt ol ha W;
19. Name and Title of Preparer 20. Telephone Number 21. Date
Crry CAenasy A _ _
el Coup o/ G0 T2 TP AN /775
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RECORDS INVENTORY .

THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE_({ OF_/0
for each new or revised record series. }(//7”'55 @, /a0t a'd / 732 /) g

Je4S EAS touse P s
Frederick, Maryland 21701
1. Position "L«)aia,oém (4119 ;UM})A 2. Division
7Y OAENIS DAW — WATER /,Qu/f@
2€77 s e

[DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. Record Series Title ‘ 5. Earliest Year/Latest Year
4D DARG A °

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.

Include the purpose or function of the series.)

- fHer A W 7{01\/ 07ﬂ Zé:?f'é?é{ﬁ 747’574(k@,n 44/%'6/?40/?{
il e /o/zcZ andd selokd b ort fab O, A. /(;74@

7. Record Series Format(s) 8. Record Series Filing Sequence- 9. Volume
Letter Size O Microfilm OAlphabetical ile Drawer(s)
 Microfilm Reel(s)
O Legai Size COComputer Tape O Numerical & O Computer Tape(s)
Number (3 Other (specify)
O Bound Book 0 Floppy Disk mCh/ronological
Q Audio Tape O Video Tape QOGeographical 10. Approximate Annual
Accumulation.
O Other (specify) {3 Other (specify) &rFile Drawer(s)

O Microfilm Reel(s)

025 g Computer Tape(s)
Number ([ Other (specify

—

11. File is Used 12. File Becomes Inactive After
ODaily  OWeekly pﬁonmly /0 O Month(s) @ Fearts)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Sc.ries Duplicated Elsewhere?
% % SOttt s ’_64/2:-557_,4 (If yes, specify agency or Office) ZT(
O Yes o
15. Access F}cstrictions 0O Yes & Iflo 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s) 3 None méat . m eral O3 Independent
17. gfa:;m::xls.ystbem fL]JSCd? . oot 18. Recommended Rctenw ,d
5 ch. é/%: riefly and describe any hardware/software) b'y ubm dz f%?
19. Name and Title of Preparer 20. Telephone Number 21. Date
Davtret foSep SLr 1473 TP NV (T7T
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RECORDS INVENTORY -
THE CITY OF FREDERICK

Unstructions - Type or print a separate form
for each new or revised record series.

Department of

PAGE 3 OF _/0
Lazre (Dust Ty "

§(4S s fHodE FUE

Frederick, Maryland 21701
1. Position 2. Division
ETY Erttpues7 2% /z://;—yz:e/myfz

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.
4. Record Series Title

v’%‘/”‘/f’j AFcopdS —WWIP I3

5. Earliest Year/Latest Year

) PP2 9 PreSeT

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
[nclude the purpose or function of the series.)

Da/(‘_f /(_sérr'j Senc K sheert @wc/éjuaé:f é,/%()/@ P
5/4/44/ o 4/\//%(4,/ /a:zézr} ,

7. Record Series Format(s) 8. Record Series Filing Sequence- 9. Volume
a@r Size QO Microfilm CAlphabetical O File Drawer(s)
O Microfilm Reel(s)
Q) Legal Size QComputer Tape ONumerical . 3 Computer Tape(s)
Number Z+Other (specify)
O Bound Book Q Floppy Disk @Cﬁnological € Boxes
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation
O Other (specify) {3 Other (specify) 3 File Drawer(s)
O Microfilm Reel(s)
O S I Computer Tape(s)
Number ther (specify
: Arcluve pos<per YE .
11. File is Used 12. File Becomes Inactive After
QDaily CWeekly m@xmly /0 O Month(s) CJY{*I(S)

13. Current Location(s)  (Bldg., Floor, Room)
W TP , ‘
Appir/ Bepe —Hire (ag freq - ( ’eué/%ec

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or Office)

e

O Yes

15. Access Restrictions (] Yes &rNo
(If Yes, cite Law(s) & Regulations(s)

16. Audit Requirements ( Bae 5)

O None d’@ F*Federal (] Independent

17. Is an Index System Used?
(If yes, explain briefly and describe any hardware/software)

18. Recommended Retention .
Lt At AL

O Yes 0

19. Name and Title of Preparer

LAnie! Sa
Crrey éQm/f

20. Telephone Number
6o =7 F

’)%{U@;,,, -
Glesliny .
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RECORDS INVENTORY L
THE CITY OF FREDERICK

Unsiructions - Type or print a separate form Department of PAGE _~5 OF [0

for each new or revised record series. @Q 74/ ﬂ/ﬂ A [1
7ys Oas /ﬁg& éré

Frederick, Maryland 21701
1. Positon 2. Division
6‘076”5" 57 DA/ — l(/aﬂl‘f/ /5‘ ey

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes. )
4. Record Series Title ‘ 5. Earliest Year/Latest Year

Dk (Mrer Compeimtrcs Teerrps arcrad T2 rps. L2TE o0 freseag

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
nclude the purpose or function of the series.)

/ﬁ&crzﬂ/} O% /'/1/—/1.@(/,5( &M/ 6’0/1/74 467/ /4&57;:? /Oéxﬂvél”lﬂ-d 704 /h.a'?é
5/4‘4 cd 74‘10’4/ ,ga//roa«uoé (97Z &4‘ :/D/,uéxﬂ/ LSk ,%7——(5%)

T luotes all /c'/o?’é avo! (!/444 (007 e poritacce se A mDE
Fwcleck LAhs ons any ,gye(/'&ﬂ ffo)ec é/k;}‘-/rrtf ow '(777w7dc/c/a¢4c/ -+ D,

7. Record Series Format(s) 8. Record Series Filing Sequence: 9. Volume
B’Gﬂcr Size O Microfilm eﬁphabctical File Drawer(s)
O Microfilm Reel(s)
O Legal Size OComputer Tape ONumerical / €3 Computer Tape(s)
Number 3 Other (specify)
CJ Bound Book Q Floppy Disk QO Chronological
O Audio Tape Q Video Tape OGeographical 10. Approximate Annual
Accumulation
@ Other (specify) O Other (spesify) mﬁlc Drawer(s)
O Microfilm Reel(s)
0, / O Computer Tape(s)
Number (] Other (spesify
11. File is Used 12. File Becomes [nactive After
O Daily OWeekly m’@uhly /0 O Month(s) @ Vear(s)
13, Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Lot 7 _ L (If yes, specify agency or Office)
Ve e 8/“9‘ “ChemsrOF fecl freq —(abimer = O Yes aNo
15. Access Restictions (3 Yes E/Nd 16. Audit Requirements

(U Yes, cite Law(s) & Regulations(s) )
©None (O State ([ Federal ([ Independent

17. [s an Index System Used? 18. Recommended Retention » )
(If yes, explain briefly and describe any hardware/software) [t lu-»_-‘" 1 ond 2
O Yes @No %9%@,“ A lf"?“‘w’”& %M
19. Name and Tide of Preparer 20. Telephone Number 21. Date
p(%’zz& :f Sor=684 (473 S ANV foos
ot S7
7 ‘ 19/ [oi>




